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Aluminum Chair \ 


Eating time is relaxing time 


at Minnesota Mining with 


No. 4310 ba 





Home meals are eaten in comfort... 
why not working meals, too? 


So in its spacious employees’ cafe- 
teria, the Minnesota Mining and Mfg. 
Company (maker of the famous line 
of Scotch Brand Pressure-sensitive 
tapes) of St. Paul, Minnesota, installed 
Goodform Aluminum Chairs. 


Comfortable, yes . . . but Goodform’s 
restful design and luxurious uphol- 
stered seat tells only part of the story. 
Its strong, fire-resistant anodized frame 
gives many extra years of trouble-free 
service. Its long-wearing, handsome 
plastic-upholstered seat can be replaced 
in a matter of seconds, at low cost. 


Light weight aluminum makes these 
chairs easy to move and lift when floors 


are being cleaned. And there is nothing 
to cleaning the chairs themselves . . . 
just a cloth dipped in soapy water 
whisks off dirt instantly. 


Many of the more than 2,000,000 
Goodform chairs now in daily service 
are actually 20 years old and older... 
and still smart and new looking! For 
employees’ cafeterias and lounges, also 
for reception rooms and general offices, 
you ll find Goodform Aluminum 
Chairs a low-cost, low-maintenance, 
long-term investment that pays you 
handsome dividends in better employee 
and public relations. 


See these beautiful aluminum chairs 
in the showroom of your local GF dealer. 
Or write for our free illustrated catalog, 


GF metal business furniture is @ good investment 


(Circle 573 for more information) 


listing a great variety of colors and 
styles for all purposes. The General 
Fireproofing Company, Dept. M-44, 
Youngstown 1, Ohio. 
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Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer “practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 


Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 


Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
specially requested by us. 
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WITH REVOLUTIONARY NEW PHOTOCOPY MACHINE 


The Brand = teed 


DIAL A MATIC 


APECO AUTO-STAT 
Obsoletes all iA. copying advancements 


Now an entirely new concept in office photocopying. Turn the 
dial . . . get the clearest, fastest, most convenient copy of anything. 
It’s the new all electric Apeco Dial-A-Matic Auto-Stat with revo- 
lutionary finger tip dial control .. . the results of years of Apeco 
experience and continuous research. The original can be any color 
On Opaque or transparent paper—printed on one or both sides. It 
copies any original up to 15” wide any length. The Dial-A-Matic 
is years ahead in design too .. . light weight for easy portability 

. compact to fit on the corner of any desk and is outstandingly 
styled in an eye-catching contrast of polished and satin finish 
stainless steel. It offers hundreds of money and time saving uses 


in every business at a price well within the budget of even the 
smallest firm. 





As a business executive you will 
want to read this interesting report 
on the world’s newest most modern 
copying machine. Important infor- 
mation that can show you how 
to save time and money in your 
business. 

Local representatives in all prin- 
cipal cities. Consult your Classified 
Directory. 


AMERICAN PHOTOCOPY 
EQUIPMENT COMPANY 
Chicago 26, Ill. 





(Circle 556 for more information) 


GOES THE {-~ 
ORIGINAL 


SEND FOR NEW FREE BOOK 


NOW GET INSTANT PHOTOCOPIES 
OF ANYTHING WRITTEN, 
PRINTED, TYPED, DRAWN 

OR PHOTOGRAPHED 

RIGHT IN YOUR 

OWN OFFICE 





Now just dial a copy. The secret 
to the world’s easiest copying 
method is in the dial. Amazing 
newly designed automatic copy 
control assures perfect copies 
every time. Just set the dial to 
the type of copies you want — 
your copies are ready in seconds. 


No Developing No Fixing 


No Washing No Drying 


No Trays No Dark Room 


SO EASY AND FAST! 
= OUT 


COMES 
THE COPY! 












American Photocopy Equipment Co. 
1918 W. Peterson Ave., Chicago 26, Ill. 
Rush me without obligation your free 

on new Apeco Dial-A-Matic 
Auto-Stat copying. I understand this 
is a factual report that will show me 
how I can increase the efficiency of 
my business. 


Name 
Firm 
Address 


City Sele Ohh 


in Canada: Apeco af Canada, Ltd., 
134 Park Lawn Road, Toronto, Ont. 
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TEST YOURSELF 


on recent tax courf cases 






PUSHBUTTON 
DICTATION 





THE QUESTION 
Where a corporation distributes surplus to its stockholders 
which does not represent any profit earned by the corporation, is 
such distribution taxable to the stockholder as ordinary income 


or as capital gain? 
THE FACTS 
Taxpayer in this instance was a The excess money over the cost of con- 
stockholder in several corporations or- struction was distributed by the cor- 


ganized to hold land, and to build and 
operate apartment developments there- 
on. Upon completion of construction of 
dwellings on the land, the corporation 
mortgaged these premises for more 
money than the cost of construction. 


This loan was government insured. 





In defending his stand, the taxpayer 
in the case of Gross et al v. the Commis- 
sioner of Internal Revenue (Tax Court 
of the United States-23 T.C. 97, 1955) 
declared that dividends could only be 
paid out of earnings and profits, and 
that any other distribution should be 





Today’s 


automatic 


Pushbutton convenience means that you applied against, and reduce, the ad- 
handle no complex equipment. Simple 
pushbuttons give you full control over: 


Start-stop ... playback ... corrections... 


justed basis of his stock; and that if 





there was an excess over the reduced 
basis, such excess should be taxed un- 


dictating 
: : : . der the capital gain provisions. 
system verbal instructions. What's more, you dictate In a unanimous decision holding in 


at your convenience: your secretary transcribes 


porations to its stockholders, The fed- 
eral government contended that such a 
distribution was a dividend to the re- 
ceiving stockholder and taxable as or- 
dinary income. The taxpayer main- 
tained that the distribution was a re- 
turn of capital. 


THE RULING 


favor of the taxpayer, the Tax Court 
stated that taxpayers have the right to 
arrange their affairs so that their taxes 
shall be as low as possible, and that tax 
consequences should flow from what 
taxpayers do rather than from what 
they might have done. 

Although this loophole has _ been 
closed by a provision in the 1954 In- 
ternal Revenue Code, at least pertain- 
ing to government insured loans, the 
case suggests the possibilities of a meth- 
od of tax avoidance. 





endings. And you get “built-in intercom” for 
| at ber convenience. Nothing else makes 

| dictation faster, more automatic. And 
nothing else helps cut more deeply into 
correspondence costs. 


volving evasion of income tax? 
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--GRAY 








THE QUESTION 
Is the testimony of a Treasury agent, who has made a routine 
audit of the books and records of a taxpayer, sufficient to sup- 
port a Grand Jury indictment against the taxpayer in cases in- 


was making a “routine audit’. Sub- 
sequently, the agent testified against 


The author: Benjamin Newman is an attorney (member of the New York Bar) who 
specializes in tax matters, estate planning, and real estate. He is associated with 


| The Gray Manufacturing Company | THE FACTS 
| PHONAUDOGRAPH Hartford 1, Connecticut | pa _— 
The taxpayer was informed by an 
; cialis ckipatssadisasenienrtanesonsontencssensosininnnanpehs i Internal Revenue Agent that the agent 
i Send Free Booklet J-5— MTT ss sccscbesecati chit perine tart rasehtaboSsuiBlicaccicesktiassitation: | 
i “Pushbutton Dictation.” i ee ale et acco hie nsionnins | 
! Ns ccsbebacesiasicass cx Nesanssteadsesindhesasesi tn | eee I : : : . 
Sues Ge Gee mn cme mes Gee Gee ee Gee eee ee See ces cee ee ED coe Ge oe Om eee Gm eee coe aD coe es aD GD OD the law firm of Koenig and Bachner, in New York. 


(Circle 576 for more information) 
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the taxpayer before the Grand Jury on 


the basis of this examination. ‘Taxpayer 
was indicted for willfully attempting 
to evade the payment of income tax for 
1945. The taxpayer declared that the 
agent’s testimony before the Grand 
Jury was completely hearsay because it 


allegedly was limited to conclusions 
drawn solely from an examination of 
taxpayer’s books and records. There- 
fore, concluded taxpayer, such testi- 
mony is incompetent and insufficient to 
support an indictment and should be 
dismissed by the court. 


THE RULING 


The dismissal of a Grand Jury in- 
dictment is completely discretionary 
with the Court, but is rarely granted, 
began the Court in United States vs, 
Wolrich (decided in the U.S. I)istrict 
Court for the Southern District of New 
York on January 19, 1955). ‘The Court 
then went on to say that while it has 
the inherent power to go behind the 
secrecy imposed upon Grand Jury pro- 
ceedings, it will do so only where the 
interest of justice demands it. 

If the Court is compelled to review 


the evidence before the Grand Jury, 
and weigh the same evidence as to 
whether it is sufficient to warrant re- 
turning an indictment, and if it must 
then sift the competent from the incom- 
petent to determine its effect upon the 
minds of jurors, a new abuse of crimi- 
nal practice will become prevalent in 
the courts undermining criminal pro- 
cedure, continued the Court. Such was 
not its policy, it concluded. The testi- 
mony of a Treasury Agent is sufficient 
to support a Grand Jury indictment. 





THE QUESTION 


May a father treat his son as a business partner for tax purposes 
without requiring the son to make a bona fide capital investment 


or render services to the business 


? 


THE FACTS 


The father took his son into his 
business as a partner. With $12,500 
loaned to him by his mother, the son 
invested that sum in his father’s busi- 
ness. Except for an occasional weekend, 
the son, a student at a military acad- 


emy, was obviously unable to con- 
tribute his services to the business. The 
question was raised: did father and son 
intend that a partnership exist, and 
was this a valid partnership for income 
tax purposes? 


THE RULING 


A basic premise in income taxation 
is that the earner of income is the per- 
son who must pay taxes on that in- 
come. A common method of avoiding 
inclusion in a high income tax bracket 
has been the practice of splitting in- 
come. A common method of avoiding 
through the establishment of family 
business partnerships. Prior to 1950, 
such family business partnerships were 
generally held invalid. After 1950, 
Statutes specifically permitting family 
partnerships were enacted, with the 
proviso that certain requirements be 
met. One of these provisions requires 
that a person be recognized as a partner 
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for income tax purposes if he owns a 
interest in a _ partnership 
(whether or not such interest was 


capital 


derived by purchase or gift) in which 
capital becomes a material income- 
producing factor. 

The question was whether a bona 
fide partnership existed between father 
and son in the case of John vs. Pedrick, 
etc. (U. S. District Court for the South- 
ern District of New York, decided on 
January 5, 1955). Since the son had 
contributed no services to the business, 
the issue depended entirely on whether 
he had contributed capital. 

The father maintained that his wife 





| PRIVNEE VISIBLE | 
fe VIRGINIAN LINE CABINETS 





Completely new . . . completely 
different . . . designed for eas- 
ier, speedier reference and 


IN THE NEW ACME GREYTAN 


world’s posting, made to precision 
specifications, engineered for 
fastest maximum strength, finished a 
new light, warm color ...a 
visible new high of efficiency and 


beauty in visible equipment. 


NEW COLOR—Greytan ... a light warm 
color, pleasingly harmonious with mod- 
ern office machines and furnishings. 


NEW APPEARANCE—characterized by 
crisp, prismatic, functional lines. 


GREATER STRENGTH—maximum rigidity 
achieved by formation of shell and 
reinforcing members. 

GREATER CONVENIENCE—with more 
capacity, wider label holders slanted 
for visibility, more finger space. 


EASIER TO USE—intermembered slides 
forming partitions between trays, nylon 
rollers and rubber stops reduce friction, 
provide smooth, speedy, quiet action. 
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ONLY THE RECORDS THAT ARE 
USED PROFIT A BUSINESS 























had loaned $12.500 to the son, who in- 


vested that sum in the business. In 
considering the question of whether 
the loan was made in good faith, the 
juty was asked to coysider the family 
relationship between the” parties, the 
manner in which funds were placed in 
the the 


promissory note or the 


business, and absence of a 
payment of 


any interest. 


In order to have a_ bona _ fide 
claim, the court instructed the jury, a 
real obligation must have been in- 
tended, enforceable against the bor- 
rower, irrespective of the outcome of 
‘the business of the partnership. 

The jury maintained that no valid 
partnership existed and that all income 
the 


taxable to the father. m/m 


derived from business was to be 


TAKE A CLOSE LOOK AT 
FLEXOWRITER PUNCHED PAPER TAPE 
FOR INTEGRATED DATA PROCESSING 


* e ee 
a ® oo 
e*eeeoeeeense4#eesee##ee1e#e#e#s# 
e e8 @6 @@ ee #6 @ 
€e ny) s ° 
e'} eee 


/» 


a] 


| LOOK AT THE OVERALL APPLICATION 





Flexowriters produce documents at the point of origin and by- 
product punched tapes which automatically actuate Flexowriters 
or other tape-operated machines in the integrated data processing 
chain. Flexowriters also read tape punched by other business 
machines to produce printed documents at high speed. 


LOOK AT SOME 


e Insurance Policies e¢ Waybills 
e Personnel Records 
e Billing-Invoicing e Addressing 


e Financial Reports 


e Sales Orders 


e Purchase Orders 


SPECIFIC APPLICATIONS 


e Communications 

e Stock Holders Reports 
e Production Orders 

e Duplicating Masters 


e Accounts Payable Voucher Checks 


Let us take a look at your office procedure . . 
Flexowriters integrate data processing. 


COMMERCIN, 








[_] Send information about Flexowriters for___ 


. and show you how 


Dept. MM55 1 Leighton Avenue Rochester 2, N. Y. 


(application) 


[_] Send Free Booklet "How Flexowriters Integrate Data Processing” 
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Sales and Service offices in principal cities—listed in classified telephone directory. 


(Circle 564 for more information) 








by Richard S. Schultz, President 
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progressive selection, the suitability of 


the method of 


an applicant is established by a num- 


ber of progressive steps or “hurdles.” 
This consists of the step-by-step ac- 
about an 


cumulation of information 


applicant. It makes possible a more 
complete and balanced appraisal of as- 
sets and liabilities. Final decision re- 
garding the desirability of an applicant 
results from a very deliberate and plan- 
ned procedure. The findings in any 
step in the selection procedure may 


eliminate an applicant. This avoids un- 


sales ideas 


Progressive selection 
method of hiring salesmen 





Industrial Relations Methods, Inc., New York 


further consideration of a candidate. 
Each of the six steps in the procedure 
is a direct question which must be 


sé 


answered “‘yes’” or “no” in selecting a 
sales representative. For example, it is 
not advisable to inquire about experi- 
ence or special knowledge (Steps 2 and 
3), if the applicant has not been suc- 
cessful in contact with people (Step 1). 

Such appraisal tools as interviews, 
application form, personnel tests, medi- 
cal examination, character investiga- 
tions, and reference checks all provide 
essential and valuable information. But 


necessary 


waste of 


time and effort in 


the crux of the matter in deciding on 





SIX ESSENTIAL STEPS IN SELECTION OF A SALESMAN 


Step 


. Has he been 


successful in 
varied contacts 
with people? 


Information 
Background, 
personality and 
leadership. 


Method 


Interview, 


application 


form and test. 


Comments 
Consider such traits as sociability, initiative 
aggressiveness, emotional stability and self- 
reliance. 





This step should establish background, experi- 
ence, and needs for training and supervision. 





2. Has he had Work experience Interview and 
particular application 
success in form. 
any position? 

3. Does he have Education and Interview, 


Sales organizations in electronics, aviation 








special training. application accessories, automobiles, chemicals, machine 
knowledge or form and test. tools, household appliances and any other 
information? commodity or service require different basic 
information. (For example: mechanics, 
finance, chemistry, electronics, etc.) Appli- 
cants fill out questionnaires, technical vocab- 
ulary test or sales objection test designed to 

give a rating on special knowledge. 
4. What can he Ability. Interview, Review of applicant's background, experi- 
do now? application ence should be included with a rating on a 
form, tests. general intelligence test or special ability 

test. 

5. What does he Interests, Interview and The interview is very important. Special 


like and want 


to do? 


attitudes and 
desires. 


test. 


questionnaires and test forms are also used 
to determine a genuine liking for people 
and preference for duties in sales, service 
and public contact work. 





6. What are his Mental Interview, 
potentialities? capacities, application 
physical stamina, form, credit 
sociability, report and 
ambition, home visit or 


character and 
leadership. 


investigation. 


The general intelligence test and the medical 
examination are definite ratings for deter- 
mining future possibilities for sales represent- 
ative and supervisory or executive respon- 
sibility. Information obtained 
steps is considered in final appraisal. 


in previous 


methods 











Clearest recording saves time in 
transcription because your secretary 
hears every word perfectly. 


UNIVERSAL MAN 
SPECIFICATION 
FOR SALESMEN 











Visible recording. See exactly where 
you are on the record ata glance. 
Easy to find your place for playback. 


1. Diversified abilities and information for 
dealing successfully with diverse problems. 

2. Personal relations aptitude: effectiveness in 
maintaining sustained responsiveness of people. 
3.Integrity and character: dependability, 
honesty, and trustworthiness. 

4.Mature ambition, toward self-improvement 
and growth in accordance with qualifications. 
5. Stable background as reflected in personal, 
social, and financial status. 

6.Communication skill: effectiveness in con- 
veying spoken and written ideas. 
7.Sales—service attitude: customer attention 
and follow-up service for future business. 

8. Success aptitude: record of capacity to suc- 
ceed in education, training, work, and social- 
recreation-leadership activity. 





Unbreakable plastic record is per- 
manent, non-erasable. 








which one man will fulfill the require- 
ments of a company, at a particular 
time for a specific selling job, becomes 
a practical decision demanding analysis 
of information obtained in employment. 

The final judgment is a calculated 
estimate on which candidate matches 
inferred or definitely expressed 
“man specification” geared to the re- 
quirements of the sales position avail- 
able. Studies of salesmen in a diversi- 
fied number of business and industrial 
organizations repeatedly point to a 
“universal” man specification. 

By using the above 8 man specifica- 
tions, it is possible to appraise the in- 
dividual applicant succinctly, and to 
make a reasonably sound estimate on 
his probable suitability. Whether the 
appraisal is streamlined to the sim- 
plicity of an application form and in- 
terview, includes more elaborate 
scientific procedures, the structure of 
this man specification should help to 
strike a balance when combining all in- 
formation obtained about an individual 
applicant. The universal man specifica- 
tion clearly focuses the qualifications 
of a man and his desirability as a sales 
representative at a particular time for 
a specific job situation. m/m 


Mail Dictabelt records like an or- 
dinary letter...they’re feather-light, 
flexible, and post-card size. 


an 





File Dictabelts for permanent voice 
record, or for future transcription. 





Save money on Dictabelts. Just 4¢ 
for average day’s dictation. You 
always record on a new Surface. No 
“multiple handling’’ of records. 


or 


DICTAPHONE, TIME-MASTER AND D TABELT ARE 
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reasons why Dictaphone's Dictabelt record 


makes your job easier! 
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Qu0o3u s77e@vLd/ 


The Dictabelt Record... exclusive advantage 
of the Dictaphone TIME-MASTER dictating machine. 

When you are considering a dictating machine to 
save you time, money and work, remember the 
Dictabelt record. It's a convenience and economy 
you get only with the Dictaphone TIME-MASTER 
...leading dictating machine around the world. 

For more information and a free Dictabelt record, 
420 Lexington 
Avenue, New York 17, N. Y. In Canada, Dictaphone 


write Dictaphone Corporation, 


Corporation, Ltd., Toronto, Ontario. 


DICTAPHONE 


CORPORATION 


TAPHONE CORPORATION 


(Circle 567 for more information) 











Tue Tickometer, electrically 
operated, will save a whale of a lot 
of time and money on office jobs 
that require counting and/or 
marking items made of paper— 
checks, coupons, cards, labels, tags, 
sales and production slips, tickets, 
transfers, currency . .. whatever 
the work may involve. 

The Tickometer counts up to 
1,000 pieces per minute... gives 
whole or partial counts. And it’s 
so accurate, banks use it to count 
currency ! 

The Tickometercan be equipped 
to date, code, cancel, or imprint, 
asitcounts. Manufacturers of food 


PITNEY-BOWES 


air 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
+++ Offices in 94 cities in U. S. and Canada. 


Tickometer | 


The machine that 






and drug products, for example, 
use it to imprint their product 
labels, and thus identify origins, 
factory lots, inspectors—quickly, 
unobtrusively and cheaply. 

The Tickometer, rented as well 
as sold, is serviced from 259 service 
points, from coast-to-coast. 







for a demonstration. Or 
send coupon for free ee 
illustrated booklet and //f 

folder of case histories, < 


| PITNEY-BowEs, INc. 
» 4530 Walnut Street 
Stamford, Conn. 


0 Send Tickometer booklet 


| Send case studies 
7 Name oceans 


Address oe 


(Circle 597 for more information) 


than you can! 
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ELECTRONIC BRIEFS WORTH REPEATING 


Quote propelled unchanged 
Numerous writers have propelled 
along unchanged a quote from 
Wiener’s 1950 book, ‘““The Human 
Use of Human Beings.’”’ The quote 
was Wiener’s opinion of what 
would happen if human labor com- 
peted with automatic machines: 

“It is perfectly 
Wiener, “that this will produce an 


clear,” wrote 
unemployment situation in com- 
parison with which . . .the depres- 
sion of the "30s will seem a pleasant 
joke.” 

Just this January, a management 
magazine gravely presented this 
five-year-old Wiener statement as 
that of an “informed expert” look- 
ing at the future. 

The up-to-date fact is that Wien- 
er, an expert on mathematics, but 
not on unemployment, has changed 
his mind. He told The Sun-Times 
in February: 

“... 1 am definitely less fearful 
(than in 1950)... 1 would say that 
the time when the thing (mass un- 
employment caused by machines) 
could come with a sudden crash 
without anyone being aware is now 
past.” 

Wiener’s former fear has been re- 
placed with concern over how the 
transition will be made... 

So it turns out that the answer 
to the question of whether ma- 
chines create permanent unemploy- 
ment is “no.” However, 
basically, this shouldn’t be the 
question at all. The more crucial 


more 


question is: 

Will our economy be _ healthy 
enough to distribute the increasing 
flow of good automation products 
and keep everyone employed? 

Even if the answer to this is 
“yes,” the transition to automation 
still will create human problems, 
for economists find that even in the 


healthiest economy new machines 
can shift workers around so that 
they have periods ‘between jobs.” 
DONALD M. SCHWARTZ, Chicago Daily 


Sun-Times 


John Diebold on unemployment 


Too often, industry finds itself on the 
defensive when discussing the effect 
that automatic machines have on 
labor. It is time to take an offensive 
position on this issue. Despite the 
obvious, important advantages of 
technological improvement, we must 
answer the question ‘What about 
the people who are displaced?” 
before it is asked, and our reply must 
be couched in positive facts, not 
generalities. 

Now is the time to develop an 
organized plan to anticipate, evalu- 
ate and solve the human relations 
problem that technological changes 
are sure to bring. Companies that 
are adopting automatic equipment 
should establish a program in ad- 
vance for adjusting to the new per- 
sonnel requirements and to allow for 
shifts within plant hiring. Reductions 
in outside hiring should be planned 
beforehand so that normal turnover 
will eliminate the necessity for dis- 
charges. Educational programs should 
be undertaken to retain workers for 
new jobs within the plant . . . It is 
up to management to attempt to 
coordinate the interests of labor with 
the interests of the industrial society 
as a whole. 

In our dynamic economy with its 
ever-increasing needs there is no set 
number of jobs, but rather a constant 
shifting of kinds of jobs. Through 
establishing a realistic and specific 
plan for helping workers adapt to 
this shifting, industry has a great op- 
portunity to take the offensive in the 
technology-human relations question. 
JOHN DIEBOLD in Automatic Con- 
trols, February 1955. 
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Charge account billing 
A new electronic system has been 
designed and built for handling 
credit card sales in accounting of- 
fices of major oil companies. It is 
introduced by the Farrington 
Manufacturing Company, Boston, 
Massachusetts, largest manufacturer 
and developer of credit identifica- 
tion systems in the country. 

This Scandex System, will be of- 
fered first on a rental basis to major 
oil companies for automatic proc- 
essing of tabulating card invoices 
imprinted at point-of-sale with data 
from customer credit card identifi- 
cation. It is also intended to adapt 
the equipment for use in other 
businesses involving large volumes 
of credit sales, such as department 
stores. Farrington is the developer 
of the “Charga-Plate” credit iden- 
tification system used in over 650 
department stores and the “Charga- 
Matic” used in service stations. 

The system automatically reads 
the account number on tabulating 
card invoices sent to the billing de- 
partment from the _ point-of-sale, 
verifies it for accuracy and then key 
punches this information on the 
original invoice. It can also be 
operated with an adding machine 
attachment to key punch the dollar 
amount of sale, if desired. 

According to Farrington, their 
most conservative estimate shows 
that the speed of the Scandex Sys- 
tem in processing sales accounting 
information is three times that of 
traditional manual operations. 

For more details, circle number 
692 on the Reader Service Card. 
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Electronics school for business 


The "mystery" surrounding the ap- 
plications and potentialities of elec- 
tronic computers is being rapidly dis- 
pelled by the increasing number of 
top management men, technicians, 
and programmers currently going 
through the full range of courses on 
this subject conducted at Remington 
Rand's headquarters in New York 
City. The firm instituted a series of 
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“The Thundering Herd” 


-break in your control 










Keeb the eo 


Stampede on the 25th floor! It’s area, and lost time is cut to 
a fact that in many office build- — the minimum. 
ings, elevator traffic reaches its 
peak at 10 A.M., the time for the 
“coffee-break’’. Rudd-Melikian’s 


Kwik-Kafé system puts an end 


aia . ‘ou don’t havec “te 
Rudd-Melikian, Inc. is the leader You don’t have complete 


: : Wi * control unless 
in the field of ‘‘coffee-break”’ con- 
‘ : om you have 
trol, installing and servicing ~ 
k ; aud : : Kwik-Kafé. 
to this widespread loss of time dependable dispensing machines 
and efficiency. that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
Employees take their ‘‘coffee- no cost to management. 


break”? right in the office or Rudd-Melikian, Inc., 


plant, without leaving their work ‘There is a Rudd-Melikian dealer 


Gentlemen: 


RUDD-MELIKIAN, INC. 


® 


Pe ae ee ee ee ee ee ee ee ee ee 


CREATORS OF AWN IN GOUSTET 


(Circle 604 for more information) 


him, or write direct to us. 





1949 N. Howard St., Phila. 22, Pa. 


| Please show me how to control 
the “coffee-break” with R-M 
dispensers. Booklet MM 1. 


Name Ue RMD a ae Aba 


in most principal cities. Contact 
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Recordak Microfilming 
makes possible 


Short Cuts that 


save millions 


Regardless of your type of business—or its size— 
you should double check your routines with a 
Recordak Systems Man soon. 


Doing so has paid off for thousands of companies 
in over 100 different types of business. And the 
chances are good some of the routines which have 
been streamlined by this sensational photographic 
process are similar to yours. 

You certainly don’t want to pass up savings which 
are many times greater than the low cost of Recordak 
Microfilming. Just tell us when you’d like a Recordak 
Systems Man to call—no obligation whatsoever. 
Recordak Corporation (Subsidiary of Eastman Kodak 
Company) , 444 Madison Avenue, New York 22, N. Y. 


“Recordak’’ is a trade-mark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business systems 
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Navy saves 
$35,000 by 
taking ships’ 
inventory 
with Recordak 
Microfilming. 
1000 photographically 
ate records made 
| with 20 
ription. 






accur 
an hour comparec 
using manual transc 









Savings are 16 times 
cost of Recordak 
Microfilming. C 


ity 
Messenger ‘ 


Service 
of Hollywood 
re “ee . . 4 . 
Cuces billing time 
from 80 hours 
per week to 4. 


























‘PR se COUPON FOR FREE BOOKLET-———— 
| RECORDAK CORPORATION adie 

| (Subsidiary of Eastman Kodak Company) 

| 444 Madison Avenue, New York 22, N. Y. 

: Gentlemen: Please send me a copy of 

| *Microfilming Short-cuts That Save Millions.” 
| 

| Name 

| 

Position 

. Company 

| 

| Street 

| 

I City State 





(Circle 571 for more information) 





courses for every company level back 
in April, 1953. These were later ex- 
panded to a full electronics syllabus. 

For more information, circle num- 
ber 693 on the Reader Service Card. 


Associations please copy 


A forward step toward automation 
of bank operations—a development 
which could revolutionize banking 
in the next few years—was taken 
January 10 by the American Bank 
ers Association. As part of the Asso- 
ciation’s efforts to integrate and 
speed up progress toward ‘“‘auto- 
matic” banking, two A.B.A. com- 
mittees are sending to business 
machine manufacturers a_ joint 
communication outlining the 
framework of bank needs and re- 
quirements within which automatic 
machines can be developed. The 
communication is intended’ to 
guide the manufacturers in their 
individual research to design ma- 
chines for handling checks and sav- 
ings accounts automatically. 

The philosophy behind the work 
of the two committees is that 
greater progress can be made to- 
ward automation of bank opera- 
tions if the banks themselves would 
express their needs. 

The communication also gives 
the manufacturers a detailed study 
of the complications inherent in 
bank operations that make these 
clerical tasks difficult to do auto- 
matically. For example, in the case 
of check handling, a bank using 
automatic machinery manufactured 
by one firm must be able to process 
checks sent to it by banks using 
machines built by other firms. 

After reviewing the communica- 
tion, the manufacturers are re- 
quested to send certain data on 
their interest and facilities in the 
bank automation field to the two 
committees. Based on this informa- 
tion, the A.B.A. hopes to establish 
a program by which research ex- 
perts of the various manufacturers 
can meet to set up joint basic spe- 
cifications for the automatic equip- 
ment. With the specifications the 
competing firms would build and 
market their own machines. 
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Facts about Puerto Rico 


For a firm that wants to expand 


ai * 
A view of San Juan harbor 


Here's why more than 300 U.S. manufacturers 





have opened Puerto Rican plants 


es Tf you make a good 
profit, and then keep or reinvest every 
cent of it, you are obviously on the 
road to business success. In Puerto 
Rico, a number of company manage- 
ments have been able to do just that. 

Since 1947, more than 300 of them 
—large and small—have begun oper- 
ations on this American island. They 
include such top corporate names as 
Remington Rand, Sylvania, A. S. Beck, 
Beaunit Mills, and Maiden Form. They 
produce something in the neighbor- 
hood of $40,000,000 worth of merchan- 
dise a year, mostly for export to the 
continental United States. 

These new firms, or new branches of 
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mainland firms, have chosen Puerto 
Rico for one basic reason; to save 
manufacturing money — money on 
taxes, money on labor, money on trans- 
portation. Once there, they have ex- 
panded for precisely the same reason— 
because Puerto Rico’s tax-free profits 
can be quickly and simply reinvested 
for even greater returns. 

The formula won’t work for every 
organization. Definite limitations exist, 
depending upon your product and your 
distribution pattern. But for the right 
company, it offers a unique opportunity. 

Take for instance, the Frawley 
Manufacturing Corporation, makers of 
“Paper-Mate” pen. In September, 1952, 


a 


o%y 





ABOVE: Local workers at grinding machines preparing lenses for the 
Univis Optical Corporation. BELOW: The Consolidated Cigar Corpora- 
tion leased this specialized building, built to their specifications. 
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Who gets excited 
about Carbon Paper? 


\\ Wy She does! The Secretary who uses Webster 


— MultiKopy Durametric Carbon Paper knows that 
~~ there are benefits for her built into every sheet. Es- 
pecially the Micrometric Scale Edge! This uncoated 
edge measures the lines of space on a page — helps end 
“running over’”’ and protects her fingers from carbon 
' smudge. And Webster Shurflat formula, backing each 
sheet, prevents curling. 






/ 


gs 
He does! Purchasing agents and office mana- 


— gers know that the balanced construction of Webster 
Durametric means extra wear for each sheet — real 
economy where it counts. Webster Durametric im- 
proves appearance, speeds up typing output and cuts 
down waste of materials. There is no better buy for 
discriminating purchasers. 


ae a Ww e do! The F. S. Webster Company, pioneer 

= in the carbon paper and ribbon field, has been first 
with countless features for improved office efficiency 
and economy. Webster Durametric is a recognized 
leader in the field as is the entire Webster line of carbons 
and ribbons. 





Give Webster a try in your office — and YOU’LL be excited, too! 
Telephone or visit your stationer’s or write to us for free sample. 


Frawley started in Salinas, Puerto Rico, 
as purely an assembly operation. All 


parts were flown in from California. 


Yet, despite transportation difficulties 
and initial expansion costs, the first 
certified balance sheet for 3 months 
showed a net profit well up in 6 figures. 
Frawley took the hint, and began to 
reinvest its tax-free profit dollars. A 
second, then a third building was con- 
structed. Assembly steps were integrated 
and manufacturing processes added. 
Plant employment jumped from 80 to 
Another building 
Complete 
integration has been achieved—produc- 
ing and assembling more than 100,000 


more than 400. 


how under construction. 


pens a day. 
ready under consideration. 


A fourth expansion is al- 


Can you do the same? 

Could you and your company chalk 
up the same kind of upward spiral by 
expanding to Puerto Rico? The answer 
is “maybe,” depending upon how you 
are affected by 6 cost considerations: 


Il. Freedom from Federal income 
tax. Puerto Rico’s unique tax position 
stems from its very special political 
status within the United States. A self- 
the Island 
has no vote in the U.S. Congress. With 


governing commonwealth, 


no representation goes no taxation. For 


Puerto Rico is the only 
protection of the 


this reason 
place under the 
American flag that is not subject to 
Federal taxation. Regardless of corpor- 
ate structure, a Puerto Rican subsidiary 
won't pay Federal income tax. 
2. Local tax exemption for ten years. 
A special inducement to mainland 
manufacturers was added in 1947, and 
greatly expanded in the Industrial In- 
centives Act of 1954. Under the legisla- 
tion, expansion plants receive 100% ex- 
emption from all local income and 
property taxes for a period of ten years 
from the time they start operations. 
But there is one important “if.” Only 
expansion plants are permitted to cele- 
brate Puerto Rico’s complete ten-year 
“tax holiday.” Runaway plants, those 
that close down any existing mainland 
operations, are specifically excluded. 
If you qualify for exemption — and 
the heavy probability is that you will 
—tax savings can be the difference be- 
tween business failure and success. For 
example: 


Taxes Taxes 
in U.S. in P.R. 
Case |. Individual 
Enterprise $67,320 $0 
$100,000 Net Income 
Case 2. Corporation $46,500 $0 


$100,000 Net Income 








CARBON PAPERS AND INKED RIBBONS BY 


F.S. WEBSTER COMPANY 


(Circle 616 for more information) 
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COMPARISON OF MANUFACTURING COSTS 
between Puerto Rico and the continental United States 
A number of industry studies have already been completed. Here is 
one for the electronics field, comparing the cost of manufacturing 
100 sub-assemblies in Puerto Rico and in the continental United States: 


COST STRUCTURE PER 100 SUB-ASSEMBLIES 


Total value of sub-assembly (as if it were sold at arm's length) .. 


Direct labor .. 
Indirect labor .......... 
Supervision and management 
Fringe benefits 

Total labor 

Cost of parts 

Freight on parts .. 

Total parts 

Overhead and other expenses 
Freight on sub-assembly 
Total cost of sub-assembly 
Profit before tax 


Profit after tax 


U.S. Mainland Puerto Rico 


$100.00 $100.00 
15.45 3.82 
5.07 1.92 
4.04 4.04* 
3.56 38 
28.12 10.28 
54.20 54.20 
os .50 
helewts 54.20 55.00 
10.38 10.38* 
— .88 
92.70 76.64 
6.50 22.56 
4.20 — 
2.30 22.56 


Obviously $22.56 is a good deal bigger figure than $2.30. Whether you would end up with 
the same kind of differential depends upon the six cost considerations discussed in this article. 


* Stateside figures for supervision, management overhead, and other expenses have been used, 


since reliable estimates for Puerto Rico could not be made. 





methods 


3. Lower but rising wages. Since 
1940, the year Puerto Rico’s social and 
economic development program first 
got underway, wage rates in manufac- 
turing have climbed more than 100%. 
3ut there is still a sizable differential 
between the Island and the mainland. 
In the 1955 edition of PLANNING 
FOR PLANT LOCATION, Leonard 
Yaseen compares insular and mainland 
wages for production workers as of 
June, 1954: 


Average 
| hourly earnings 
Industry Group Puerto 
Rico = US. 

ALL INDUSTRIES 52.7¢ $1.81 
Food and 

kindred products 70.2 1.68 
Tobacco manufacturers 35.2 1.35 
Textile mill products 50.3 1.36 
Apparel and related 

products 39.7 1.33 
Chemicals, petroleum, 

rubber 71.6 1.92 
Leather and leather 

products 44.7 1.39 
Stone, clay, and glass 

products 65.6 1.75 
Metal products 64.1 1.89 
Instruments and 

miscellaneous 52.9 1.83 


In Puerto Rico, you would spend 
about 14 to 4 of your current State- 
side labor cost per worker, but you 
would also pay a rising wage scale. On 
the other hand, you would continue to 
enjoy a considerable differential. Fac- 
tors like low-cost government housing 
and hospitalization, along with a favor- 
able climate, mean that a worker can 
live successfully and comfortably for 
less than in the continental U. S. 

4. High labor productivity. A differ- 
ential is meaningful only if Puerto 
Rican workers can produce at levels 
approaching those on the mainland. A 
recent industrial study by the Economic 
Development Administration shows 
that Puerto Rican workers reach more 
than 80% of mainland levels after less 
than a year of training with even bet- 


ter records “in those operations where 
high manual dexterity is required or 
where the same style or process is used 
constantly.” In the electronics industry, 
for instance, Puerto Rican labor aver- 
ages 90% of U.S. productivity standards 
after 10.3 months, with 89% 

Tom Maher, plant manager of the 


efficiency. 


Univis Optical Corporation, one of the 
highest precision operations on the Is- 
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Both folders contain 200 photocopies! 


But look at the difference in the amount of filing space they take up! That’s 
200 sheets of super-thin Du Pont “Photo-Writ” W on the rigit — less than 
% of an inch thick. Same amount of conventional photocopy paper at left 
is almost 3 times as thick! There’s the proof — photocopies on “Photo- 
Writ” W can cut your filing space by more than half. 

Get more information on space-saving “Photo-Writ” W. Mail the coupon 
below for the free booklet “Du Pont Photographic Reproduction Papers.” 
It contains “how-to-do-it” data on all the Du Pont photocopy products. 
E. I. du Pont de Nemours & Co. (Inc.), Wilmington 98, Delaware. In 
Canada: Du Pont Company of Canada Limited, Montreal. 


aero “PHOIOWERIT W 


REG. us. Pat. OFF 
BETTER THINGS FOR BETTER LIVING... . THROUGH CHEMISTRY ‘'S 


(Circle 570 for more information) 


E. I. du Pont de Nemours & Co. (Inc.) 


Room 2498 Nemours Building 
Wilmington 98, Delaware 


[_] Please send me the free Dy Pont booklet 
“Du Pont Photographic Reptoduction Papers” 


[_] Please have your technical representative call. 


Name 
Firm 
Street 
City 


State_ 
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belongs on every desk 





im your office 






When you 
think of 
SUCCESS 
... think of 
CALENDARS 








COLUMBIAN WORKS, INC. 


2300 West Cornell Street * Milwaukee 9, Wisconsin 


(Circle 638 for more information) 


land, seems to have aptly summed up 
this matter of labor productivity: 
“The labor being basically inex- 
perienced is in some respects an ad- 
vantage. These people learn very 
quickly when properly trained under 
good supervision. You don’t have the 
problem of teaching them to forget 
old methods before they learn the 
new techniques necessary to your 
specific operation. The result is com 
petent, Cooperative personnel.” 

When properly trained under good 
supervision is the key phrase here. Ex- 
treme attention should be paid to 
selecting managerial personnel and 
working out a sensible training pro- 
gram with government agencies, which 
may take somewhat longer than on the 
mainland. Some firms bring down all 
supervisors from their mainland in- 
stallations, but an increasing fraction 
train Puerto Ricans to take over more 
and more of the supervision and ad- 
ministration. The goal of Univis is a 
virtually all-Puerto Rican plant. 

Therefore, if you pick the right top 
and middle management executives 
and foremen, and put forward a thor- 
ough training and indoctrination pro- 
gram, you should find productivity, ef- 
ficiency, and good morale high in 
Puerto Rican labor. 

5. Location, Distance is, in some cases, 
an obvious drawback to location. 
Although there are a number of mate- 
rials-based industries — candy, cigars, 
rum, chinaware, paper products—most 
manufacturers must ship at least some 
materials and machinery from the U.S. 

If you are in really heavy industry, 
automobiles or refrigerators for ex- 
ample, all this will probably form an 
excellent case for not expanding to 
Puerto Rico. A number of manufac- 
turers have come to Puerto Rico, 
though, despite a small or even con- 
siderable disadvantage in_ shipping 
costs. Here, the formula might read: 
measure labor, tax, and government as- 
sistance savings against the added costs 
of transportation. 

For a growing group of producers, 
Puerto Rico’s geographical position is 
another key source of savings. Strate- 
gically located at the center of the 
Western Hemisphere, the Island is an 
ideal spot for opening up growing 
markets along the Gulf, Atlantic and 


West Coasts, as well as Latin America 
(Venezuela is only 580 miles away). 

A preferential northbound freight 

rate helps out too. One infants’ shoe 
company reports, for example, that it 
costs only 314 cents to send shoes to its 
parent corporation in Missouri from 
San Juan, but 414 cents by all-overland 
freight from New York City. A New 
England candy manufacturer came to 
the same conclusion with a different 
product and market. He found, to his 
surprise, that while it took $2.11 to 
ship 100 pounds of hard candy from 
Boston to Los Angeles by rail, it cost 
only $1.16 by water freight from Puerto 
Rico through the Panama _ Canal, 
Transportation can be an industrial 
advantage or disadvantage depending 
on the size, shape, and weight of your 
product, and placement of markets. 
6. Government assistance. Once you 
consider starting a new plant in Puerto 
Rico, a whole battery of government 
agencies will swing into action in order 
to clear the way. 


Where to get help 
The New York Headquarters of the 
Economic Development Administra- 
tion, at 579 Fifth Avenue, will acquaint 
you with Puerto Rico’s industry, in 
general, and your possible relation to 
it, in particular. They will analyse your 
current operations and expansion pos- 
sibilities and arrange an Island tour. 
The Puerto Rico Industrial Develop- 
ment Company, a government agency, 
after examining your financial structure 
and employment potential, may custom 
construct a strictly modern factory for 
you, or more probably lease you one of 
about 30 multi-purpose buildings kept 
in constant supply throughout the Is- 
land. Rates are from 40¢ to 75¢ a sq. ft. 
The Government Development Bank 
offers you long-term loans to finance 
working capital, supplementing such 
top private banks as Chase Manhattan, 
National City, Bank of Nova Scotia. 
The Office of Economic Research in 
both New York City and San Juan as- 
sists you all along the line—from over- 
all economic analysis of your probable 
profit position in Puerto Rico, to spe- 
cific studies of minimum wages, local 
market conditions, availability of raw 
materials, air and marine freight rates, 
and anything else you want to know. 
The Department of Industrial Serv- 
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Some typical U. S. firms 
with Puerto Rican plants 
ELECTRONICS: 
Remington Rand Inc. 
Sylvania Electric Products Inc. 
PLASTICS: 
International Glass Fiber Inc. 
Commonwealth Plastics Corp. 
TEXTILES: 
Textron Inc. 
Claussner Hosiery Mills 
APPAREL: 
Van Raalte Gloves 
Fownes Bros. & Co., Inc. 
SHOES & LEATHER: 
A. S. Beck Shoe Corp. 
Hickok Mfg. Co., Inc. 
OPTICAL LENSES: 
Univis Lens Co. 
Paragon Inc. 


CANDY: 
Ford Gum & Machine Co., Inc. 


Howard Stark Co. 


CHEMICALS & PAPER: 
Sterling Products International Inc. 


St. Regis Paper Co. 


OIL: 
Gulf Oil & Associates 
New England Petroleum Co. 


METAL PRODUCTS: 
Bostitch Inc. 


Diebel Dye & Mfg. Co. 


TOBACCO: 
Consolidated Cigars Corp. 


Hartman Tobacco Co. 





ices takes care of all special problems: 
getting you engineers and other tech- 
nical personnel, advising you on public 
utilities, and working with you on a 
training program. They also help with 
such “‘little things” as procuring a tele- 
phone and automobile license for you, 
an apartment for your family, and a 
good school for your children. 

In Puerto Rico, a host of government 
departments will strive to make your 
stay pleasant and profitable. 


How it all adds up 


For the right manufacturer with the 
right product and markets, Puerto Rico 
represents an unusual chance to cut 
costs and eliminate taxes. John 
O’Sullivan, Executive Vice President of 
the Frawley Corporation said: ‘While 
I concede that the problems and de- 
cisions affecting the establishment of a 
new business in Puerto Rico require 
very careful consideration, I do believe 
that ‘he who hesitates is lost’.” So far, 
hundreds of Stateside firms have not 
hesitated to expand to Puerto Rico. m/m 
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Here's the way I 


Mr. Office Manager: This is the service for you! 


You’re sure to make a “hit’’ with employees when you 
provide them with freshly-laundered cotton towels and 
other linens for their comfort, convenience and health. 
And the best way to do this is with linen supply serv- 
ice. You have no investment, no inventory, no mainte- 
nance. Everything is furnished and serviced by your 
local linen supplier, at low cost. Dependable delivery 
and pick-up maintain a continuous supply of your exact 
linen requirements—large or small. 

Call your local linen supplier today. He’s listed in 
your classified directory under LINEN SUPPLY or TOWEL 
SERVICE—or write Linen Supply Association for free 
descriptive booklet. 


*Your employees are reading about my "hit" in 
the May 7th issue of the Saturday Evening Post. 
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In any business...Linen Supply is Good Business 
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Everyday correspondence 
like order acknowledg- 
ments, answers to inquiries, 
and promotion letters, can 
become an expensive head- 
ache in every busy office. 


The economical remedy is 
to handle this work the 
Auto-typist way. Auto- 
typist equipment, oper- 
ating any standard type- 
writer automatically, can 
produce error-free personal 
letters 21% times faster 

than your fastest typist... 

up to 500 letters a day! 


Salutations, fill-ins are 
typed manually, but the 
| rest is automatic. Thou- 
sands of offices, both large 
and small, use Auto-typist 
pre-composed paragraph 
selection system to cut 
their correspondence costs. 


fe Return the coupon for 
complete details about 
this automatic way to 
end costly correspond- 
ence headaches. 
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4 Get the Facts—Mail Coupon Today : 4 
i i American Automatic Typewriter Co. 3 i 
| ' Dept. M5, 2323 N. Pulaski Road ed 
' f Chicago 39, Illinois iy | 
| I rasa ecgha raves oe vinbacnedesi yao “| 
ANA ee i 
Address spdhipbeans 
City Zone State 
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by Michael H. Levy 


A fire insurance primer for 


Here are the answers to those questions most often asked on 


QUESTION: How do you determine 
“insurable value’? 


ANSWER: 
—don’t rely on values prepared for 
depreciation 


Let’s start with how not to 
accounting = purposes: 
charges for financial or tax use may be 
too high for sound insurable use. Don’t 
go by market values either: many items 
may have a market value that is less 
than the _ insurable Funda- 
mentally, insurable value is replace- 
ment value of the property at the time 
of the loss, less depreciation based on 


value. 


physical condition and obsolescence. 


QUESTION: Js it a good idea to get 
an outside appraisal? 


ANSWER? Yes. If you want an accurate 
schedule of your insured properties 
such as furniture, fixtures, machinery, 
or realty, you should engage the serv- 
ices of an independent appraisal outfit. 
The most important thing to remem- 
ber about insurable values, however, is 
not to set it so low that you become a 
co-insurer. 


QUESTION: What, exactly, is co- 
insurance? 


ANSWER: The most misunderstood of 
all insurance terms. Briefly, co-insurance 
is a clause, included in most fire 
policies, which requires that you keep 
your property insured at a percentage 
(specified in the policy) of its “actual 
cash value.” 





THE AUTHOR: Michael H. Levy is 
President of the Federated Brokerage 
Group, New York. He ts the author of 
“YOUR INSURANCE AND HOW 
TO PROFIT BY IT,” a primer on per- 
sonal insurance, recently published by 
Harcourt Brace. 


QUESTION: Does that mean you col- 
lect only a percentage of your loss? 


ANSWER? Definitely not. On the con- 
trary, if you conform to the clause, and 
carry insurance equal to the agreed per- 
centage of the insurable value at the 
time of the loss, you collect in full for 
your partial loss (up to the amount of 
the insurance carried.) On the other 
hand, if you do not carry insurance 
equal to the agreed percentage, you be- 
come a co-insurer. In other words, you 
are responsible for paying out a share 
of the loss—in ratio to the amount of 
your under-insurance—even though the 
partial loss is less than the amount of 
your insurance. 


QUESTION: Can you 


. 


how co-insurance 
actual case? 


demonstrate 


works with an 


ANSWER’: Take Companies A and B. 
Each is insured for $100,000 (90% co- 
insurance) and each suffers a $10,000 
loss. Company A $10,000. 
Company B gets $5,556. Why? Because 
Company A’s actual cash value is $110,- 
000. Thus, its insurance exceeds 90%, 
and full payment is made for the par- 
tial loss. Company B, on the other 
hand, has an actual cash value of 
$200,000. Its $100,000 insurance is only 
10/18ths of $180,000 (90% of the 
$200,000 value), so B must pay 8/18ths 
of the loss. On a $10,000 loss, the in- 
sured is co-insured for $4,444, and re- 
ceives only $5,556. An important thing 
to remember in co-insurance is the pos- 
sibility of becoming a co-insurer inad- 
vertently when your property’s cash 
value rises and you do not increase your 
insurance accordingly. 


collects 


QUESTION: When com- 
9 


pany buy “blanket” fire insurance: 


should a 


ANSWER: “Blanket” insurance can be 
several things: building and contents, 
all contents within four walls, several 
or several buildings and 
their contents. Generally speaking, 
blanket insurance (including every- 
thing) is recommended for a single lo- 
cation. Where several locations are in- 
sured, it may be wise to have separate 
fire policies, with each one covering a 
different element (‘‘stock,” “furniture, 
fixtures & machinery’) for all the loca- 
tions insured, This is particularly ad- 
visable if the building and contents are 
under different ownership, or if stock 
values fluctuate greatly. 


buildings, 


QUESTION: How do you set insur- 
ance value on an inventory which 
fluctuates? 


ANSWER : Buy it on a “reporting” basis. 
This means that you purchase a tenta- 
tive amount of insurance, then report 
your inventory fluctuations each 
month. As the inventory goes up, the 
insurance goes up; as the inventory 
goes down, the insurance drops. You 
are never over- or under-insured and 
you are never wasting premium dollars. 
You pay for exactly the coverage needed. 


QUESTION: What is the “Extended 
Coverage Endorsement?” 


ANSWER: The Extended Coverage En- 
dorsement added to your fire insurance 
policy covers the property (for the 
same amount as the fire coverage) 
against all direct loss or damage by 
wind, hail, explosion, riot, smoke, etc. 


QUESTION: Is Extended Coverage 
really necessary? 


methods 


management 


corporate fire protection 


ANSWER: Yes, it is a wise investment, 
even though the possibility of loss 
under these coverages may seem remote. 
Extended Coverage Endorsement pro- 
tects you — at reasonable rates — from 
losses which can be catastrophic. 


QUESTION: Does Extended Cover- 
age include Vandalism? 


ANSWER: No. But you can get another 
endorsement added on which will ex- 
tend the policy to cover loss or damage 
caused by Vandalism and Malicious 
Mischief. 


QUESTION: How extensive is Water 
Damage coverage? 


ANSWER: It covers mechanical breaks 
in plumbing, heating or refrigerating 
systems, rain or snow coming through 
open windows, overflowing toilets and 
sinks, ruptured steam pipes, rupture of 
frozen water pipes. While it is fairly 
comprehensive, Water Damage insur- 
ance does not insure against damage 
from every source. For example, it ex- 
cludes losses from floods, rising waters, 
tidal waves, backing up of sewers—or 
damages arising from automatic 
sprinkler systems. 


QUESTION: What insurance is there 
for automatic sprinkler systems? 


ANSWER: Sprinkler Leakage insurance, 
which covers “direct loss and damage” 
by leakage of water from sprinkler 
heads, piping, and sprinkler tower—ex- 
clusively. 


QUESTION: Can Sprinkler Leakage 
insurance be combined in the same 
policy with Fire insurance and the 
Extended Coverages? 


ANSWER: Yes, It’s a good idea to do 
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You get these advantages 
with the new 


MODEL 90 ocr Aaa 


LOW COST MECHANICAL ADDRESSING — Prints from inexpensive PAPER 
ADDRESS SLIPS which you prepare in your own office on a standard 
typewriter. Type the address once, the paper slip will print it on enve- 
lopes, statements, etc.—up to 50 times over a period of years. 


EASY FILING AND SORTING—Each prepared Address Slip is inserted in a 
MASTER HoLpER-CARD for handling and filing. These cards fit standard 
3” x 5” card trays. Natural separation prevents smudging, makes 
captions easy to read. Offers many of the advantages of a visible file. 


| EXCLUSIVE! ONE FILE INSTEAD OF TWO—In addition to re-enforcing the 
master for handling and filing, the folded HOLDER-CARD can also be 
used for keeping any record desired. In typical applications, a mail 
order concern keeps its entire sales record on the address card; an auto- 
mobile dealer uses the card for a service record; a national advertiser 
records inquiries forwarded to dealers; a church records contributions. 
Address printing medium and records are combined in the same 
piece in the same file for added utility! 


A completely NEW SYSTEM 


of spirit process addressing! 

















Type Master Address Slip on your own typewriter. Address Slip 
printing area holds 5 typewritten lines 3 inches long. Each Address 
Slip will reprint up to 50 times over a period of years. (Note: if you 
use your Address List once a month, you will probably re-type 
after three or four years.) 

















Insert prepared Address Slip into the three-fold Holder-Card 
easily and quickly. When names or addresses must be changed, 
new Address Slips are prepared and inserted into the same 
Holder Card. 

















Address File Cards come in a sturdy file box which can be used for 
storage. They are ‘designed to fit standard 3” x 5” card trays. 
Holder-Cards are so designed as to separate naturally, affording 
many of the advantages of a visable file. 


Each three-fold Holder-Card has approximately the same record 


keeping area as a 5” x 7” file card. Holder-Cards are available 
plain, printed with a stock record form, or may be printed to your 
specifications. 


WRITE FOR INFORMATION ... 


Send coupon below for complete information 
on the NEw MopeEt 90 MASTER ADDRESSER 
and the name of your nearest dealer. 


roo ee ee ee Ee Ee ee ees 





| | 

EASY LIST MAINTENANCE — To change an address, just type the | MASTER ADDRESSER COMPANY | 
address on the opposite edge of the address slip. Then re- | 6500-MM West Loke Street Minneapolis 16, Mi . | 
insert it in the same HOLDER-CARD. Total expenditure—3/10 | | 

of 1c for the little slip of carbon used! | al | 

| |_|} Send me complete information | 

AUTOMATIC CARD FEEDING For printing, address cards are stacked | (_] Have your representative call | 
in the hopper of the machine. Successive cards are fed into I | 
printing position automatically with each pull of the handle. | Paws Mews... cis) isda ce ae | 
Average printing speed, 800 to 1000 per hour. 

Each address can be read before printing, skipped, or held for | MOAT O 6 .6 5.0 ia eh aw xtgeeasonsh sdéun dete ed eee | 

repeat addressing. After printing, cards stack in the same order | | 

for replacement in the file. Tabbed index guides can be run | BY... se sevesereeceeeeeeseenaees Title... 0 se ceeeeseeees | 


through the machine, and need not be separated from the file. t—.——— 
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vow XEROGRAPHY 


SPEEDS PAPERWORK 





cuts duplicating costs 334% 
for Gerber Products Co. 


, 








America’s 


Best Known Baby. 





Anything written, typed, printed or drawn can be copied onto paper masters by xerog- 
raphy with XeroxX® copying equipment. With xerography, copies can be made from 
one or both sides of original material in enlarged, reduced or same size. 

For use in diazo type machines, translucent intermediates can be made from an 
original subject in the same speedy way. 

It is now possible, with xerography, to produce up to eight copies including an offset 
paper master or translucent master from one xerographic image. 











e Babies are big business at Gerber Products Co., Fremont, Michigan. Of 
the nearly 4,000,000 babies born last year in the United States, it is estimated 
that about 40% of them will be fed Gerber’s Baby Foods. 

It takes mountains of paperwork to keep Gerber’s vast scope of operations 
functioning smoothly. A wide variety of forms including job time cards, order 
receipts, expense account forms, machine drawings, production reports, traffic 
invoices, letters, bulletins, etc., are required. 

The task of duplicating these forms in quantity, has been simplified and 
speeded, since Gerber installed XeroX® copying equipment to prepare paper 
masters in 3 minutes by xerography. These masters are used to run off multiple 
copies on an offset duplicator. Gerber estimates that duplicating costs have 
been reduced about 3314% over previous methods. This does not include the 
tremendous saving in time due to the versatility of the xerography process for 
enlarging or reducing any kind of copy. All operations are now done in the 
plant, eliminating need of sending out of town to get plates. 

There is no limit to the versatility of the dry, electrostatic xerography 
process in paperwork duplicating applications. 


WRITE for proof of performance folders showing how Gerber and companies of all kinds, large 
and small, are cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-5X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


tT 


XEROGRAPHY 
The fastest, icdscie thes! virsattle way to make masters for duplicating 
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this wherever possible, because it mini 


mizes the number of policies in 
existence, and makes the individual 


policy more comprehensive. 


QUESTION: In all of these losses — 
Fire, Sprinkler Water 
Damage — is my company respon- 
sible for damage done to adjacent 


Leakage, 


property? 


ANSWER: It’s entirely possible. ‘There 
may be distinct liability if negligence 
can be proven against you. ‘Three types 
of insurance cover these situations: 
Fire Legal Liability; Sprinkler Leakage 
Legal Liability, and Water Damage 
Legal Liability. 


QUESTION: Would all of the poli- 
cies mentioned so far give me fairly 
complete protection? 


ANSWER: No. They cover only “direct” 
damage. You could still suffer a heavy 
loss as a result of a fire, and have no 
protection because the loss was “‘in- 
direct” or “consequential.” 


QUESTION: What, exactly, is the 
difference between “direct” and “‘in- 


or) 


direct” insurance? 


ANSWER: “Direct” losses are immediate 
ones resulting from fire and lightning. 
The damage a fire does to your stock 
is “direct.” “Indirect” refers to remote 
or consequential results of a fire. For 
example, a fire destroying all of the 
trousers of a batch of men’s suits might 
destroy the value of the jackets, despite 
the fact that “direct” damage was done 
only to the trousers. To protect your- 
self from these losses you should in- 
vestigate the many endorsements or 
policies which cover indirect or con- 


sequential losses. 


QUESTION: Is Business Interruption 
Insurance necessary when a com- 
pany is adequately covered by prop- 
erty Fire insurance? 

ANSWER: Definitely. In fact, it is a 
“must,” when you consider that often a 
small property damage loss can result 
in a substantial business interruption 
loss. Business Interruption insurance 
(also known as Use and Occupancy in- 
surance) reimburses the business oper- 
ator for the profits he would have 
earned if the fire (or other insured haz- 
ard) had not occurred. It pays for such 





NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 





NEW ~ Bantam 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 














YOUR PAPERS 
W O IN HERE 






FREE: Colorful, illus- 
trated, descriptive 
folder, includes 10 DAY 
FREE TRIAL details 
Write ‘‘SHREDMASTER 
BANTAM 10” on your 
letterhead or postcard, 
and mail today to 


Jie SHREDMASTER 
EC onptorater n 
& Division of Self Winding Ciock Company, Inc. 


{99 Willoughby Avenue 
Brooklyn 5, N. Y. 


UNREADABLE 
SHREDS COME 
OUT HERE 





Priceless Security at Low Cost 


A new type of office machine, the 
Shredmaster Bantam 10 portable shred- 
ding machine, quickly and _ effectively 
destroys confidential office records and 
correspondence. You eliminate danger of 
vital papers falling into hands of un- 
authorized individuals. 

What makes the Shredmaster Bantam 
10 ideal for office usage is that it is 
attractive in appearance, quiet, compact, 
and streamlined. It plugs in just like an 
electric typewriter or adding machine, 
and is immediately ready to operate. 

Made by The Shredmaster Corporation, 
known throughout the world as the lead- 
ing manufacturers of shredding machines, 
the Shredmaster Bantam 10 can be oper- 
ated by clerks, stenographers, or other 
office help. 

A Free Shredmaster Bantam 10 bro- 
chure is available without charge simply 
by addressing a letter or postcard to 


The Shredmaster Corporation 
199 Willoughby Avenue 
Brooklyn 5, N. Y. 
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necessary continuing expenses as taxes, 
interest on loans, key personnel, sal- 
aries, etc., etc. Like any Fire policy, the 
susiness Interruption policy can be en- 
dorsed with the Extended Coverage and 
the Vandalism and Malicious Mischief 
endorsements. Incidentally, 
insurance 


Business 
should be 
placed in the same companies, and in 
the same proportion, as Fire Property 


Inte ruption 


Damage. It simplifies adjustments. 
YUESTION: How about the mark-up 
or profit on finished merchandise— 
is it covered under Fire or Business 
Interruption insurance? 


ANSWER: Neither. Fire insurance 
merely covers the cost of materials that 
go into finished merchandise. Business 
Interruption insurance protects only 
the expected, future loss of profits. In 
order to cover the loss of profits on 
merchandise which has already been 
finished and is awaiting shipment or 
sale, you should purchase Profits in- 
surance, or have your Fire insurance 
endorsed with a “Selling Price Clause.” 


QUESTION: What kind of protec- 
tion should a landlord purchase 
against losing his rental income as 
a result of fire? 


ANSWER: He should buy Rent insur- 
ance. It “makes up” the loss of rental 
value if a building becomes uninhabit- 
able or untenable as a result of fire or 
Incidentally, 
Rent insurance also applies to a build- 


other insured hazard. 
ing occupied by the owner when he uses 
it as an office or warehouse. If he em- 
ploys it for mercantile or manufactur- 
ing purposes, on the other hand, he’s 
better protected with Business Inter- 
ruption insurance. 


Ay 


QUESTION: Suppose we lease our 
space, and we face cancellation of 
our lease in case of fire damage? 


ANSWER: You are best protected by 
Leasehold insurance. This is particu- 
larly necessary to the businessman 
whose rent under a long-term lease is 
considerably lower than he would have 
to pay to replace under current condi- 
tions. Leasehold insurance covers the 
difference between the actual rental 
value if the premises had to be dupli- 
cated, and the rental actually paid, for 


the existing lease. (next page, please) 
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OOK in almost any department of your company, and you'll 

find valuable personnel who are forced by paperwork to 
become ‘‘copy cats.’’ Every day, in one case after another, they 
copy by hand the same original information from one departmental 
form to another. Every day, they take many valuable hours to do 
what Copyflex can do in minutes at far less cost, and without errors. 


With the new Copyflex Model 100, basic information is written 
only once—departmental copies are mechanically reproduced from 
the original “action” paper. Letter-size copies are produced at less 
than 2c each. Copyflex one-writing systems can be tailored to any 
systematized paperwork in your firm, to speed and simplify 
purchasing, production, shipping, invoicing, accounting, and a host 
of other operations. Valuable personnel are freed for other 
important work. Operations are better controlled. You save 
thousands of dollars in time and labor. 

Copyflex machines are quiet, clean, odorless. They require only an 
electrical connection, can be operated by anyone. Mail coupon today! 

















“COPY CATS”’ 
TAKE HOURS 


/ to do what Copyflex does 
ere | La 
WV = 
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. in minutes! .-**:-. 








up to 300 copies of different letter-size 


Desk Top Model 100 Copyfiex copies orig- 
inals 11 inches wide by any length. Makes $49§50 
originals per hour... ..cccccsvcce ” 








Find how Copyfiex can simplify and speed 
the following paperwork: 

Purchase Requisitions Accounting Reports 
Receiving Reports Payroll Records 
Bills of Material Invoices 
Operating Sheets Tax Returns 
Production Orders Sales Analyses 
Shipping Notices Inventory Records 








ee ee ee es ee 




















, 22 Se Ge Same amy 
Amazing New | Charles Bruning Company, Inc., Dept. 1104 ba | 
\ 4700 Montrose Ave., Chicago 41, Illinois | 
Please send me information on Copyflex | 
BR UNING \ process and new Model 100 machine. | 
gee of tet RM \ Name re Title | 
" u” \ | 
Copies anything typed, written, 00 | Cc 
printed, or drawn on ordinary 
translucent paper— in seconds. \ Address | 
paatae ci * Peake St ; City _ County State | 
Specialists in Copying Since 1897 | a 
es SV 


CHARLES BRUNING COMPANY, INCORPORATED e 


4700 MONTROSE AVENUE 
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Starts everybody 


working earlier! 


Mail must be opened before the office 


day can get under way...and a PB 


Mai!Opener is a sure, safe means of saving 
those valuable early morning minutes. 


Far faster than “hand and dagger” 


methods! Ask your nearest Pitney-Bowes 
office to demonstrate. Or write for free 
illustrated booklet and postal rate chart. 
PITNEY-BoweEs, INC., 4552 Walnut St., 
Stamford, Conn. Originators of the postage 


meter. 94 offices in U. S. and Canada. 
PITNEY-BOWES 
MAILOPENER 


Electric model LE 
safely, easily trims a 
hairline edge off any kind 
or size of envelope ...opens 
a whole morning's mail 
in a jiffy. Other models, 
hand or electric. 


FREE: Handy desk or wall 
chart of postal rates, with 







parcel post map and 
zone finder. 














“| hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!” 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete information. 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 














I'm interested in knowing more about Corres-File 
—and how it can save for me. 
EFFE Vv QOL Nacsa 
EcTRE | 7 a | 
W E Company 
R IZ Address 


WESTPORT, CONN. City 


ZONE voce State 
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QUESTION: In general, are there 
any basic tips that everyone should 
foliow when buying Fire insurance 


for his company? 


Yes. No matter how 
kind of 


company purchases, you should: 


ANSWER: 


or what 


much, 


Fire insurance youn 


1. Buy it in a minimum number ol 
companies so that your account be 
comes a “bigger fish’ in each of 
“fewer ponds” —and is, therefore, 
serviced accordingly. 

2. Be sure that all policies covering 
the same property read identically 
on such details as title and owner- 
ship, location, description, rates, etc., 
etc. There will be less confusion in 
the event of a claim. 

3. Buy “term’’ policies, 1.e. policies 
for a period of more than one year. 
You'll get a discount from the in- 
surance companies for doing so. 


QUESTION: Do the same Fire insur- 
ance policies cost pretty much the 
same amount in all of the insurance 
companies? 


ANSWER: No. Certain types of “pre- 
ferred” risks qualify for substantial 
rate reductions. Look into such things 
as Factory Mutual Companies, Factory 
Insurance Associations, reciprocals, de- 
ductible policies, fire floaters. A good 
insurance program will utilize one or 
more of these to reduce Fire insurance 
costs. Spectacular savings of as much as 
90% 
from such procedures. 


) 


of insurance premiums can result 


QUESTION: What should I do when 
disaster strikes? 


ANSWER: Many people do not realize 
that their policies impose obligations 
on them as well as on their insurance 
companies. Here are six essential steps 
you should take immediately after a 
fire if you don’t want to risk losing the 
benefits of your insurance: 

1. Notify your insurance company or 
companies immediately that a loss has 
occurred. If you telephone your broker 
or agent, follow it with a letter by regis- 
tered mail. This protects you in case 
your broker or agent fails to notify your 
company or companies properly. 

2. Protect your property from further 
damage. Additional damage occuring 
after the original loss is not covered by 














CAN'T SEF MY 
PAYCHECK 
TZ, THROUGH THIS 


‘OUTLOOK’ 
ENVELOPE! 







PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 
Paycheck ‘Outlook’? Envelopes are abso- 
lutely opaque. Essential 
vhen wages are paid by 
check. Nothing shows 
but the 

This 


personnel relations. 










employee’s 


name. improves 


Send for Samples 
and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 





MAIL BAGS 
PROTECT 


Mail bogs control and safeguard receipt and delivery of 
mail. Used by important firms everywhere. Last for years. 























Size Canvas and Leather All Leather 
14"x18" No. M112 $18.00 No. M551 $25.00 
16”x20 No. M113 20.00 No. M552 28.00 
18°x24" No. M114 22.50 No. M553 32.00 
20°30” No. M115 27.50 No. M554 39.00 


If uncertain about size, order two—return one. 


pLinc costs! 


cut MAIL HAN 
steel rack holds 


. 190 
Lightweight, sprin Fug = 
pot 29 OP on rack with wheels. 







M400 Rack...$ 7.50 
With Wheels.. 10.00 


M300 Heavy Canvas 
Bag 24” x 40”— 
Stencilled With Your 
Nome ..... 6.00 


If your dealer cannot 
supply you, order direct 
on trial. Satisfaction 
guaranteed! 


CAN: PRO CORPORATION 
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the insurance policy, in fact may harm 
your claim. 

3. Evaluate your damage immediately 
and get estimates of replacements and 
repairs from building contractors, elec- 
tricians, etc. Do not get absurdly in- 
flated estimates: the adjuster is an old 
hand at his business and you will only 
antagonize him and injure your own 
chances for an equitable settlement. 
4. Make an inventory of the contents 
of the destroyed structure — exactly 
what was destroyed, when and where 
purchased, etc. Articles which can be 
salvaged should be set aside, not dis- 
carded, at least until the adjuster has 
seen them and okayed their disposal. 
5. Do not begin reconstruction or re- 
placement of anything until an adjuster 
has seen it. Then make certain that you 
have his consent—in writing. This does 
not apply to temporary repairs which 
must be done immediately to protect 
the property. 

6. Be certain that your broker or agent 
gives you the necessary “Proof of Loss” 
forms for completion and signature 
within 60 days after the loss occurrence. 
Most insurance companies require this 
document, which sets forth the loss 
particulars. You will be waiving your 
rights of recovery if you fail to fulfill 
this obligation. m/m 


"worth 


Health insurance coverage: Ameri- 
cans with voluntary health insurance 
protection have passed the 100 mil- 
lion mark, according to the Health 
Insurance Council. More than 60% 
of the total United States popula- 
tion is now covered. Over 103 mil- 
lion persons have voluntary health 
insurance against hospital expenses. 
About 88 million people now carry 
surgical expense protection, and 47 
million have basic medical expense 
protection. Major medical expense 
insurance which protects more than 
1.2 million persons against the costs 
of catastrophic illness, not only goes 
beyond customary policies and plans 
in protecting against heavy hospital 
and doctor bills, but it also protects 
against almost all other types of 
medical expense due to disability, 
including the costs of special duty 
nursing, artificial limbs and appli- 
ances, and drugs and medicines. 
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because 
no other 
electric 
typewriter 
turns out 
such 
beautiful 
work 

in so 
little time 
and 
with so 
little effort. 


Flemington. Frand 


THE FIRST NAME IN TYPEWRITERS | = 















na asic 


Send for free booklet ‘Electric Typing Dividends” (RE8612), Remington Rand, Room 1527, 315 Fourth Avenue, New York 10. 
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For all men in big jobs and big men 
in all jobs, Sturgis has designed a 
Juxurious new chair that combines 
eg and comfort in maharaja- 
ike proportions. This is a chair for 
big decisions, maturely arrived at by 
men who have arrived. 


Steel springs are topped generously, 
even profligately, with foam rubber 
to cradle a man’s body in ease and 
security. The back, of noble dimen- 
sions, and the seat, tapering gently 
from front to rear, are like an em- 
brace. You won't rest till you sit in 
this chair! 


In luxurious combinations of leather 
or elastic versilan with fine fabrics. 
Swiveling on either the exclusive 
Sturgis fiber glass base or the fa- 
mous Sturgis streamlined metal base. 
A guest chair to match. 





POSTURE CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S.C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 
THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated 
folder describing this and other chairs. (1) 


Name. 





Firm Name. 





Address 





City _. State 
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HUMAN RELATIONS 


EDITOR'S NOTE: 4 tremendous amount of 
research is being done today on human 
behavior. Behind this research looms the 
fact that human beings are the most ex- 
pensive (and valuable) of our business 
assets. Unfortunately, much of this social 
research ts being done by groups working 
independently of one another. Findings 
are not always published. Significant facts 
are often buried in long and highly tech 
nical reports. In addition, many of the 
researchers are reluctant to have their find- 
ings “popularized” by untrained observers 
who may distort them. 

With these facts in mind, we have 
arranged with Dr. Donald A. Laird, an 
Industrial Psychologist, to collect and 
author the series of Human _ Research 
Studies we will publish in subsequent 
months. Dr. Laird was formerly head of 
the Psychology Department at Colgate 
University, and Director of the Colgate 
Psychological Laboratory. Later, he was 
appointed Director of the Ayer Founda- 
tion for Consumer Analysis, Philadelphia. 

The numbers that appear in parenthe- 
ses refer to source material texts. These 
are listed numerically under “Bibliog- 


raphy” on page 27. 


me What is the best way to 
set work goals? You can, of course, simply 
state them, but that direct method has 
been found to harm production, under- 
mine the leader’s influence, even touch 
off hostility, stalling, and indifference. 
This does not happen in every instance, 
of course, but in a large enough majority 
to make modern leaders try these two 
newer techniques: 

]. Create a human climate that is favor- 
able for sharing goals with the group. 

2. Have project sessions in which followers 
and leaders have a “Group Think” to 
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methods 


How to handle a 


Research proves there are ''Nine Commandments” 


solve some common problem. We can sep- 
arate the two for study, but in actual 
practice the success of a project session 
appears to depend to a large extent on 
the climate. It may all seem more rounda- 
bout and time-consuming than the direct, 
tell-them-what-and-how-to-do-it procedure, 
but it has gotten better results. 

[Note: About the only conditions under 
which direct ways have proven more effec- 
tive than roundabout were (1) when an 
emergency required immediate action, 
(2) when the group was of low skill and 
ability, and (3) when the followers were 
fanatically devoted to some religious leader 
or political saviour. ] 


How to set the climate 


The climate most favorable for setting 
goals with the work group can be de 
scribed as: democratic, not dictatorial; 
permissive, not restrictive; group centered, 
not leader centered; equalitarian, not 
authoritarian. 

The leader who creates a sincere atmos- 
phere can stimulate followers to swap 
ideas and share some secrets with him. He 
will also keep hostility—which can never 
be completely eliminated—to a minimum. 

The leader has been found to have the 
most influence in upgrading group goals 
when he establishes a permissive climate 
in which workers feel free to talk things 
over. They, in turn, are more responsive 
when he talks freely to them. 

It is no exaggeration to say that the 
climate counts for more than the desir- 
ability of the goal. Groups will cut off 
their own noses and sabotage a goal that 
is in their own self-interest if the climate 
arouses more than an irreducible mini- 
mum of hostility. Why? Because people 
are motivated by a total situation, not by 
an objective which someone sets for them. 
The total situation must be favorable. 
Climate determines that total situation. 


How to set the goals 

Experience indicates that it is wise to 
take slow, easy steps when starting Group 
Thinks for setting goals. Workers — and 
leaders — need time to get used to the 
democratic sharing of some of the prob- 
lems which bear directly on their jobs or 
on their goals. 

Simple projects like: “That water cooler 
gets in everybody's way; there must be a 
better location for it’—are usually recom- 
mended as openers. They will not over- 
tax the abilities or resources of the group, 
and will give participants a feeling of 
getting somewhere. There’s no point in 
handing them a tangled mess which will 
be beyond their depth, just to bring home 
the boss’ problems. 

Projects should deal with some detail, 
tradition, or practice about which workers 
are concerned in their daily routine, rather 
than with long-range problems which con- 
cern management or even another depart- 
ment. Projects should take up methods, 
not policies. Most important, there should 
be no suspicion that the management has 
an axe to grind. 

Here are some examples of projects 
from recent business experience: 

“Traffic conditions are getting worse as 
we drive to work mornings. What can we 
do to ease this up?” the superviso! asked. 
One crew member suggested using a heli- 
copter and got a laugh. The session ulti- 
mately reached a decision to stagger open- 
ing hours in order to avoid the jams cre- 
ated by other factories and offices. The 
department tried it on a one-month pro- 
visional basis. It worked out so well that, 
with management’s approval, the system 
spread to other departments. Contrast this 
with the reaction had the same change 
been ordered by the general manager. 

“The federal inspectors are rejecting $0 
much of our output that we will go into 
the red and may lose this contract. There 














“group think’ 


for improving 


must be something we can do about it. 
What ideas do you folks have?” Several 
sessions were used to thrash this out. 

The workers concerned finally reached 
the decision that some quality control sys- 
tem was needed, and that two of the pro- 
duction machines should be either junked 
or rebuilt. ‘They rejected one suggestion 
for bribing the inspectors and another for 
tossing them into the canal. All this was 
quite different from what usually happens 
when the boss puts on a one-man drive 
for quality control. 

“We are 
shop from steam locomotive repairing to 
nothing but diesel work. This old shop 
That 
statement of the project started the me- 


going to have to change the 


just isn’t laid out for diesel jobs.” 


chanics on a_ series of lunch-hour and 


after-work sessions. On their own, they 
worked out a new layout, and made a 
mock-up model for changing over the shop. 

They 


board of directors thought, than had the 


reached a_ better solution, the 
architects who had been retained to draw 
plans for the same change-over. 

Most work groups have had no experi- 
ence on the receiving end of these shirt- 
sleeve conferences. Many are flabbergasted 
the first time the boss makes one of his 
problems theirs. The followers act as if 
they were tongue-tied, or without ideas, at 
the outset. But there are many resources 
worth tapping in the groups. 

Think 


around a 


held 


seemingly 


sessions are sometimes 


table. Others are 
spur-of-the-moment affairs, while workers 
and boss are huddled over a work bench 
Most first- 
level confabs, however, are not around a 
table. They take place at the side of a 
machine, or in a corner of the shop, or 
during coffee break. 


or are grouped in a corridor. 


The atmosphere is 
usually casual, with no gavel-banging to 
call the meeting to order. It is this free- 


and-easy atmosphere which stimulates the 
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conference leadership 


flow of ideas and interactions, and, at the 


same time, minimizes hostility. 


How to lead 
The effective leader of a Group Think 


stimulates suggestions by repeating (or 
rephrasing or listing) each one when it is 


The 
later, 


offered, so that no one is slighted. 


time to evaluate the ideas comes 
and is done by the group. 

Research experiments show that it is 
during the later phases that the sugges- 
tions and positive interactions rise, and 
real headway is made in solving the prob- 
lem. However, the later phases also fea- 
ture a slight rise in negative reactions, 
which points up the leader’s need to be 
alert for discord. An effective opening 
move at delicate junctures is to recall to 
the group one of the facetious suggestions 
made earlier. Some leaders even arrange 
to have a jovial assistant present for just 
such moments. 

A good-natured approach to the entire 
proceedings is an essential prerequisite for 
any leader. The autocrat who gives the 
answers, instead of drawing them from 
the group, may be simply impatient for 
quick results. But he might just as well 
not bother to conduct Group Thinks. The 
inexperienced leader who envisions the 
sessions as close kin to political arguments, 
and the leader who fears that if followers 
are given a little rope they may hang the 
boss, should not lead sessions. 

A few high-level executives, realistically 
limitations in handling 


aware of their 


such sessions, but sold, nevertheless, on 


the value of the meetings, have wisely 
assigned qualified assistants to do the job. 
More and more, assistants are getting spe- 
cial training for the tasks at the large 
universities. The National Training Lab- 
oratory for Group Development has been 
operating at Bethel, Maine, during the 


summers, since 1947. (1, ch. 5) 
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1. STAY ON THE BEAM 
Many Fewer 


personal references _ personal references 





kept group 
ON SUBJECT 


kept group 
OFF SUBJECT 


He can you gauge when meetings are 


on the beam? According to experiments 
by Dr. Stanley Schachter, there were sev- 
eral significant signs: 


* People talked about themselves; there 
were more personal observations within 
groups dealing with subjects they con- 
sidered important than there were 
among groups discussing a_ relatively 
unimportant subject. 

* Members made more lot 
brief comments. 

* There were fewer embarrassing pauses 


1g talks, fewer 


between. talkers. 
*'The rate of 
deliberate. 


talking was slow and 
Fruitless meetings often mean that the 
topics do not come close enough to home. 
There may be talk enough, but it is the 
kind that touches everything and covers 
nothing. (2) 


2. ENCOURAGE TALK 


a Bo 


LEADERS NON-LEADERS 





hich group member is most likely to be 
W regarded as an unofficial leader? ‘The 
one who talks the most (number of times, 
not length of speeches)—according to a 
secret vote of Group Think participants 
among officers at the Air Command and 
Staff School. Thomas Staton found two ex- 
ceptions: chairmen and high ranking offi 
cers were regarded as leaders more often 
than their participation would have justi- 
fied. High ranking officers probably put a 
damper on discussions. When groups were 
more alike in rank and experience, the 
Group Thinks were shared more equally, 
and the final decision was accepted by a 


larger majority. (4) (next page, please) 
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4 just phone 


manpower Sue 


for 


TEMPORARY 
ao HELP! 


Dial your problems away. 
Mang ower, inc. will solve 
all of your temporary and 
peak period problems. 


Call we hor... 


TY PING—STENOGRAPH Y— 
CALCULATING 


ALL TYPES OF OFFICE WORK 
DIRECT MAIL HANDLING 

MARKET SURVEYS 

PREMIUM DISTRIBUTION 
CONVENTION SERVICE 
TELEPHONE SECRETARIAL SERVICE 
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Rot Nell icmee) mail, [Rey Vell Te 
WAREHOUSE WORK 

GENERAL LABOR—FACTORY WORK 
MATERIAL HANDLING 

CLEANING AND MAINTENANCE 


+ + + + 


Keeping, Taxes and Insurance. You 
eliminate Advertising Costs, Workmen's 
Compensation and Unemployment 
Claims, when you use Manpower, Inc. 
Use Manpower Employees in your of- 
fice or ours for 4 hours, a day, a week 
a month or longer. 


NEW! SALESPOWER! 


Manpower, Inc. is affiliated with Sales- 
power, Inc., a unique national sales and 
merchandising organization with offices 
coast to coast. Use our offices, super- 
vision and sales force to sell and mer- 
chandise your products. You produce 
it — We'll sell it! Locally, Regionally © 
or Nationally. We also maintain an | 
experienced telephone sales staff to serve ~ 
you. Let us increase your sales and re- © 
duce your selling costs. Write for free 
information. ¥ 


, 





Writ Dept. MM-5, Manpower, Inc., 
Milwaukee, Wis., for free booklets. 


C] "*Get that Job Done."' 
[] "*Salespower."' 







Over 40 Branches 
Coast to Coast 


manpower 


Nation's Largest Complete 
Business Service 


b 4 ® 
imc. 
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Every time this book is opened, money falls out 











And what becomes of that money? It ends up 
in your company’s earnings statement — on 
the profit side. 

Can you buy this book? No. Only 350 copies 
of it exist, each in the hands of a McBee rep- 
resentative. But he’ll be glad to let you look at 
it. Which is all you should care about, because 
that’s when you begin to see the money... 


The book is called ‘‘Comprehensive Plant 
Reports ...On Time.” It shows how plant 
supervisors, from foremen to front office, can 
be provided with accurate, meaningful control 
figures on every phase of factory operation — 
simply and at remarkably low cost — with 
Keysort punched cards. 

The book demonstrates how Keysort pin- 
points costly performance trends the moment 
they occur. Quite as important, it shows how 
speedily the figures reach you. On your desk, 
complete, by the 4th of each month. Interim 
reports every Monday morning... or, where 
needed, even daily. Whether yours is a 100- 
man branch plant or a giant of industry. 


You’ll find the presentation ingenious and 
graphic. It literally wnfolds before your eyes. 
Best of all... 

It takes only one hour from start to finish. 


Ask the trained McBee man near you to 
open this book for you. Or write us. 
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Punched-card accounting 
for any business 


Manufactured exclusively by 
The McBee Company, Athens, Ohio. 


Division of Royal McBee Corporation * Offices in principal cities 


In Canada: The McBee Company, Ltd., 
179 Bartley Drive, Toronto 16, Ontario 
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13. GIVE MINORITIES THEIR SAY 


72°, correct 


82°% correct 


decisions decision 












Q 


/ 
L 


WITHOUT LEADER 


some stay silent 


Q O 


B 4 


WITH A LEADER 
all participate 












D Norman R. F. Maier assigned a math- 
ematical problem to two sets of groups, 
one with leaders, the other without them. 
The groups with leaders ended up with 
significantly more correct answers. Why? 
In the leaderless confabs, the bashful or 
meek member who might know how to 
get the answer often did not have the 
chance. Although there were 5 or 6 peo- 
ple in each leaderless group, only 3 or 4 
might take part. But the appointed lead- 
ers had been instructed in democratic and 
permissive methods. Fuller use was made 
of the resources within the group. (3) 


| 4. “SELL” BY AGREEING 


Q 





Number of opinions influenced by 
AGREEMENT DISAGREEMENT 


N° you think people would be _ better 
influenced if they did not suspect you of 
trying to change their opinions? In one 
experiment by Dr. Thomas N. Ewing, half 
of the people were given the impression 
that the facts were intended to show why 
they were wrong. The same facts were 
given to the other half, but with the 


| intimation that they coincided with opin- 


ions they already held. There was prac- 


| tically no change when people thought 
| someone was out to prove them wrong. 


When led to think the facts agreed with 
their ideas, they were considerably influ- 


| enced. People apparently make up their 
| minds not only from facts given them, 
| but also from the motives they attribute 


| 


to other persons. (5) 
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5) AVOID AN ARGUMENT 





LEADERS 


NON-LEADERS 


W oud it enhance your leadership in a 
Group Think if you showed your ability 
by pointing out how the others were 
wrong? This was tested with groups of 
Air Force officers, by Dr. Thomas Staton. 
There were a dozen men in each session. 
Only 6% of the remarks made by the men 
voted as leaders were of a disputing na- 
ture. But the officers considered non- 
leaders made almost twice that share of 
argumentative remarks. A group is eager 
to progress toward its goal in a Group 
Think. Challenges, or harping on one 
idea, disrupt that progress. (4) 


6. KEEP GROUPS SIZABLE 


Big groups give better decisions 


0 Q 





SMALL GROUP LARGE GROUP 
f you wanted the best decision, would you 

trust a small or a large group? Both 
groups would be made up of about equally 
informed people. An experiment by Dr. 
Irving Lorge used several hundred Air 
Force officers in special project sessions, to 
determine whether small or large groups 
(of equally informed people) made the 
best decisions. The large groups made 
62% more general recommendations, and 
had four times as many specific details for 
action in their reports! Doubling the size 
of these staff groups doubled the quality 
as well as the quantity. The same experi- 
ment found that a 100-minute session 
produced decisions (goals) considered to 
be twice the quality of those of a 50- 
minute session. (7) 
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Automatic Carriage Printing Calculator 





Unique. The Olivetti Printing Cal- 
culator, at left, the first printing 
calculator to have a separate multi- 
plication keyboard, is uniquely and 
completely automatic. It multiplies 
automatically without requiring the 
operator to position the multiplicand; 
all mental counting is eliminated; 
fast short-cut multiplication is auto- 
matically used. It divides automati- 
cally; locating the decimal point is 
simple. This versatile machine is 
also a fast 10-key adding machine, 
with direct subtraction and auto- 
matic credit balance. Double and 
triple zero keys, found on no other 
printing calculator, and new discount 
key, add extra speed. It prints a com- 
plete tape record of all calculations, 
providing permanent proof that is 
quickly and easily audited. Proven in 
7 years of use, the Olivetti Printing 
Calculator has a lower cost mainte- 
nance contract than any comparable 
machine. 20,000 are in use in the 
U.S.A. today, sold and serviced by 
Olivetti branch offices and by 450 
dealers, in all 48 states. Have you 
investigated work-saving Olivetti 
machines? 





yea dog 
maa 


17140 
240 oF 





(Circle 590 for more information) 


Olivetti Corporation of America 
Dept. EJ, 580 Fifth Avenue 
New York 36, New York 


Gentlemen: I’d like to know more 
about your Printing Calculator that 
makes figure-work quick, easy and 
automatic. Without obligating me in 
any way, please let me have this in- 
formation as soon as possible. 
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SPOTLIGHT 


ON SUF 


by Baccarat of France 
for the Coronation of Napoleon I, 1804* 


Fine 


Pape® 
ai Ww 


Soe FRising 


Ask your printer or paper merchant to show you the Rising group 
of papers ...a superior sheet for everything from a wedding 
announcement to a stock certificate. Qualities up to 100% Rag. 


RISING PAPER COMPANY...IN THE BERKSHIRES, HOUSATONIC, MASS. 





*Brandy Snifter, Courtesy of Baccarat & Porthault, Inc., New York City 
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], GIVE BOTH SIDES 


How opinions changed among 
those opposed 





GAVE BOTH SIDES GAVE ONE SIDE 


a x hearing the arguments, some groups 
of soldiers tested by Dr. Carl I. Hovland 
thought it would be a short war. Other 
groups of soldiers agreed at the outset 
that it would be a long war. One-sided 
arguments proved more effective with 
those who were already in agreement. 
When both sides of the question were 
given to groups in opposition, this tech- 
nique was considerably more effective in 
swaying them. Giving both sides accom- 
plished most where it was needed most. 
Giving both sides was also more effective 
with the men who had more education. 
The one-sided argument was chiefly supe- 
rior among those men who had less educa- 
tion. (6, page 107) 


8. PIN DOWN CONCLUSIONS 


Leader who drew conclusions 


changed more opinions 





ovland and Mandell tested peoples’ 

change of opinions about currency infla- 
tion after listening to radio talks favoring 
currency devaluation. Half of the listeners 
heard the commentator draw conclusions 
at the close. The others heard the same 
talks, without the conclusions. A_ larger 
share of people changed their opinions in 
favor of devaluation after the talk in 
which the leader drew conclusions. In 
addition, more of them changed opinions 
to agree with a speaker they thought was 
biased, but who drew conclusions for 
them, than for one they considered fair 
but who did not point out the conclusions. 
Apparently not many people think com- 
plicated problems through to conclusions 
for themselves. (8) 
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9 WATCH YOUR LANGUAGE 


A good vocabulary helps to sell 








MOST INFLUENTIAL eLEAST INFLUENTIAL 


b a test by Major Norman E. Green, 
military officers spent an entire day dis- 
cussing the problems of leadership and 
group efficiency. There were 9 to 10 men 
in each project session. He found that 
ability to use words was a significant fac 
individual influence. Some of the 
least influential may have had good ideas 
to offer, but low verbal intelligence seemed 
to cut down on their talking, and possibly 
on their understanding of what the more 
influential were saying. A skilled leader 
translates “up” and “down” to the gen 
eral level of the group. (9) 


tor in 
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(Advertisement) 








The man who said “the little things are the big things” must have had 


business forms in mind. It’s surprising what the right form, or the right 


system, can do for a company. A case in point is the pharmaceutical 


house that recently corrected a troublesome invoicing system. There 


are ideas here that will help any invoicing system... in fact, any of the 


9 key operations of business, as the people at Moore describe them.* 





The Old System 


A master plate was used to prepare 8 
copies of each invoice. There were 
several unfavorable aspects to this 
method, among which were 


Cost: This was the most important 
disadvantage. Each invoice cost a little 
over 1114 cents to produce (counting 
only the master, the run-off paper, and 
the machine and labor costs) ... with 
160,000 orders processed each year, 
this cost mounted up! 


Storage: 4 out of the 8 prepared 
copies were used only once, then filed. 


Appearance: The master plate often 
became smudged and dusty through 
storage and had to be remade to pre- 
pare presentable customer copies. 


Processing: Each in- 
voice copy had to be 
dated: 2 customer cop- 
ies stapled and sent to 
the mail room. This 
handling method was 
slow and inefficient. 


The New System 


The company decided to do something 
about speeding up their invoicing... 
so they called in a representative from 
Moore. Like a lot of men from that 
organization, the Moore man ap- 
proached the problem with a fresh and 





creative viewpoint. In examining any 
operation, he kept asking “Why?” 


*At Moore Business Forms, they break down the operations 
of business into: Buying, Receiving, Stockkeeping, Produc- 
tion, Selling, Delivery, Billing, Collecting and Disbursing. 








The final result was described by the 
company as “an astounding improve- 
ment that had a chain reaction like an 
atom bomb!” One improvement auto- 
matically led to another, and still an- 
other, in succession. 


THE FORM 


4-part Moore Speediset with 
copies as follows: Customer, 
Commission, Tabulating, 
Accounts Receivable. 


Savings and Gains 


The big change was a reduction in 
number of copies from 8 to 4. Further- 
more, a multi-copy invoice became a 


multi-use invoice. The Moore Speedi- 
set designed as the system’s backbone 
brought unit cost from 
111% cents down to a 
little over 114 cents. 
Overall saving, through 
various system changes, 
amounted to more than 
$15,000 a year. 





























COSTS 
160,000 Invoices 160,000 Invoices . 
Invoice Sets* 7110 | Invoice Sets #2769 }¥ 
Paper 2/70 geo “~ 6 
Machine /800| Machine 0 
Labor 7500 | Labor TTF 
$ + Ft fi 
Total */8580| Saving 15547 Vit 
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The system made smooth work-flow 
possible, with desk duties outlined for 
each clerk; desks were rearranged to 
facilitate handling; man-hour savings 
were realized. If you would like to 
read more details on this improvement, 
write Moore for System Survey A-XX, 
or just fill out the coupon and mail it 
to the Moore office nearest you. 





Vame 
Company 


Street 
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MOORE BUSINESS FORMS, INC., Dept. MM-2 
Niagara Falls, N.Y., Denton, Tex., Emeryville, Calif. 


Please send me more details on the invoicing system described. 


State 
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BUSINESS FORMS 


HAVE Secrgla? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the modern, effi- 
cient, foolproof method: 
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CARBON 
PAPER 





By a special American Lithofold 
process desensitized areas (“Secret 
Spots’’) effectively prevent entries 
from carrying through, regardless 
of pressure. Many advantages over 
block-outs, cut-outs, carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 


@ Does not deface or soil the form 


@ Leaves open areas available for 
printed instructions, advertising, 
records, etc. ~ . 


Available on: 
LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 








TODAY for full details and 
FREE SAMPLE SET 


HmeriCan 


—sheth fold Crypt 
500 BITTNER St. & st. Louis 15, MO 


(Circle a for more information) 
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How to reduce your auditing 


Two case studies—fora large and asmall firm—show dramatic 


by Louis H. Pilié, C.P.A. 

CS Aidliting expense, in 
many businesses, is an account ol 
Within the last 
decade or two, in the interest of lowe) 


major proportions. 


audit costs, much emphasis has been 
placed upon greater collaboration be- 
tween internal auditors and public ac 
countants. Much broader acceptance of 
the private staff's representations has 
led to substantial accounting economies 
for many. But it is mostly among the 
large firms, who use the services of con- 
trollers and staff assistants, that money 
has been saved, Thousands of concerns 
are too small to justify such services. 

At the same time, improved internal 
control over routine procedures has 
reduced the scope of audit programs in 
companies without large staffs. Simply 
stated, internal control can reduce au- 
dit cost when dishonesty on the part of 
one employee is impossible without col- 





THE AUTHOR: Mr. Pilié is a senior 
member of the firm of Barton, Pilié, 
Jones & Wermuth, Certified Public Ac- 
countants, in New Orleans. He _ has 
been engaged continuously in public 
accounting for almost forty years, and 
holds C.P.A. certificates from five 
states. He writes, teaches, and lectures 
on accounting and allied subjects. 





lusion with another, when errors o1 
irregularities are exposed ‘“‘automatic- 
ally” by means of the flow of transac 
tions through the routine duties of 
two or more employees or departments. 
These precautions are available to even 
moderately small businesses. 

One measure to attain economy in 
auditing is of more recent development, 
particularly in the field of smaller and 
medium-sized businesses. It consists of 
having the client’s own bookkeeping 
or accounting staff prepare as much as 
possible of the public auditor’s work 
papers, reports, and tax return sched- 
ules. This, naturally, cuts down pe) 
diem charges, since the auditor need 
only check these papers, or, perhaps, 
only part of them. /t has been variously 
estimated that it takes a trained ac- 
countant seventy to ninety per cent 
more time to write historical facts and 
figures on paper than it takes him to 
check the same facts and figures. De- 
pending on the adequacy of internal 
control, he will reduce the checkings to 
a proper amount of spot-tests. 

In an effort to determine the esti- 
mated saving in time accomplished 
means of “client help” 
relatively large C. P. A. firm (48 stafl 
men; total personnel, 67) conducted 


program, a 


survey of its audit cases where only an- 





costs 


savings 


nual audit reports were required, Ex- 
cluded from the survey were clients who 
received monthly, quarterly, and semi- 
annual reports, and numerous others 
receiving varying types of professional 
service. Of these, many welcomed the 
savings made possible, but the benefits 
were not ascertained by the study. 

In all, sixty-six “unqualified opin- 
ion” annual reports (only) were given. 
More than two-thirds of these clients 
participated in the “client help” pro- 
gram, with savings in audit man-hours 
ranging from approximately 10°%, the 
lowest case, to 40%, the highest. 


Two extreme case histories 


The object of this article can best 
be attained by using two exceptional 
cases as “‘ideals.”’ The first is that of a 
relatively small client, with a net worth 
of less than $100,000, and sales slightly 
in excess of $400,000. It is an automo- 
tive parts and accessories business, with 
ignition specialties as a main feature. 
It does not sell automobiles. It is a cor- 
poration owned by a family. The 1950 
audit brought a fee at standard rates of 
$1,160. 
agreement was reached whereby the 


The client complained. An 


audit firm was to be relieved of prepar- 


ing the great bulk of audit work pa- 
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methods 





pers, and the client would assist in 
other ways, for a flat fee of $800. Stand- 
ard rates, when applied to actual time 
consumed, reached approximately $850 
for the 1951 audit. Later engagements 
have resulted much closer to $800 at 
standard charges, The client, the book- 
keeper, and the audit firm are happy. 
This is an unusually good “small 
client” record, the reduction being 
nearly 3314 per cent. 

The second case is a large, inde- 
pendent oil producer with assets of 
many millions of dollars, and income 
running into the hundreds of thousands 
annually. Yearly fees have run between 
$15,000 and $28,000. Management has 
refused to deal with the auditors in 
any way other than on a straight per 
diem, with standard rates agreed on at 
all times. The system of internal con- 
trol is excellent, the cooperation of the 
client’s accounting and clerical per- 
sonnel is superb. It is estimated that 
between 25° and 35° of audit time 
consumption is saved by reason of the 
considerable work performed by the 
client’s staff. 

Let’s consider details in both = in- 
stances. Even though the two cases are 
the extremes of each other, they rep- 
resent patterns of excellence which 
mark them as exceptions. We. shall 
start on the “small” automotive case. 
Accounts receivable and inventories 
constitute 80% 
sets. The receivables are circularized, 


, to 90% of current as- 
negatively (companies receiving state- 
ments of current obligations are told to 
communicate only in case of a discrep- 
ancy), sixty days prior to the close of 
the corporation’s fiscal year, May 31. 
The bookkeeper was formerly em- 
ployed by the audit firm as a junior. 
Not a finished accountant, he under- 
stands the fundamental requirements 
and objectives of good audit work pa- 
pers, and keeps a good set of books, 


Instructions to bookkeeper 


It was explained to the bookkeepe 
that, consistent with the understanding 
made with his employer, he would be 
asked by the firm to actually prepare 
all work papers, as well as certain ex- 
hibits and schedules eventually to go 
into the report and tax return. Noth- 
ing was left unexplained. Emphasis was 
placed on the need of the independent 
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Yes, Precision-made Accounting Machine Forms are an important 


team mate to your precision made 


Accounting Machines. 


To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Pr 


ecision-made Accounting 


Machine Forms with your Accounting Machine for 


greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


BUSINESS FORMS SIN 
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auditor to comply with accepted stand 
ards in all circumstances. It was also 
emphasized that he must know that the 
“in-charge” auditor's professional judg 
ment would be applied to determine 
the extent to which these work papers 
and statement schedules would’ be 
checked. He was asked to make recom- 
mendations to the audit firm regarding 
changes in the client’s system which he 
considered 
those which might curtail audit time. 


worthwhile, — particularly 


He was given the audit firm’s internal 


NOW..you can 


PLASTIC 
BIND 


LOOSE-LEAF 
BIND 


catalogs — reports 
manuals — presentations 
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control questionnaire to fill in himself. 

The independent auditor used an 
approach calculated to convince the 
bookkeeper that no attempt was plan 
ned to trap him, and that there would 
be no secret questioning. On the con 
trary, he was sold on the genuineness 
of the program as being an open, frank 
effort to have him and his clerical help 
ers looks for, and disclose, in a reveal 
ing manner, all the faults which could 
possibly be ferreted out. 

The bookkeeper was told the audito1 





Same machine punches sheets for 
both GBC Plastic and entirely 
new Metal Loose Leaf Bindings. 
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RIGHT IN YOUR OWN OFFICE 





YOU SHOULD HAVE THESE 


--.and save money, too! 
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IMPORTANT FACTS! 


Handsomely illustrated in four 
colors this just-off-the-press bro- 
chure shows how the new multiple 
ring GBC Metal Loose-Leaf and 
Cerlox Plastic Bindings are com- 
bined into one superb universal 
binding system. 









now you can pind all types 
of literature 
with MODERN — pyasrec BiNOINE 
Paret us 










¢ General Binding Corporation 





Improve all your literature...guarantee 
maximum attention and action for every 
message...add prestige, utility, color. 
Pages lie flat, turn easily, can be inter- 
changed between GBC Metal Loose Leaf 
and Plastic Bindings. Efficient GBC ma- 
chines cost no more than a standard type- 
writer. Anyone can operate. 
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} Dept. MM-5, 812 West Belmont Ave., Chicago 14, Ill. : 
Please rush me my FREE copy of the new brochure 1 
“Now you can bind all types of literature...” I un- : 
derstand there is no obligation. i 
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would check answers, and be the final 
judge. Under this attack, both the 
bookkeeper and the client knew what 
was required, and what to expect. This 
is a novel approach, but it worked. 

The bookkeeper was asked to have 
copies of minutes typed in full. ‘There 
were only five meetings held during the 
year. He was also told that the ci 
cularization would take place accord 
ing to custom, as of March 31, He was 
requested to have his accounts receiv 
able aging, and his customers’ state 
ments ready as soon as possible afte1 
that date for inspection, checked, and 
mailed by a member of the audit staff. 

Having previously examined the 
preceding year’s “current” work papers 
file, and deleted temporarily those 
deemed improper to place in outsiders’ 
hands, the auditor turned over the en- 
tire set to the bookkeeper. The book- 
keeper’s attention was called to the 
many adjusting entries customarily pre- 
pared after the year-end by the auditor, 
covering such transactions as accrued 
and deferred expenses, depreciation, 
the reclassification of amounts due by 
and to officers, employees, and stock- 
holders, and the like. He was asked to 
make these adjusting entries (and any 
others found by checking previous au- 
dits) before the auditors arrived. 

The company’s general ledger was 
arranged in the order of proper classifi- 
cation of assets, liabilities, income, and 
expenses. Adequate time was spent ex- 
plaining the firm’s policy regarding 
general ledger trial balance work sheets. 
The bookkeeper was asked to adhere to 
the format and indexing of the various 
work papers so as to maintain uniform- 
ity in accordance with firm policy. 


Utilizing prior experience 


The independent auditor, the book- 
keeper, and the stock clerk met and dis- 
cussed the matter of the previous year’s 
difficulty in verifying parts of the per- 
petual inventory by physical count. 
Some valuable suggestions came from 
each of the three, and a spirit of gen- 
uine cooperation was stimulated. This 
resulted in time-saving and a much 
more satisfactory condition at May 31. 

Earlier during the year, the client, 
the bookkeeper, and the auditor dis- 
cussed the possibility of changing the 
expiration dates of all insurance poli- 


cies to coincide with the May 31 clos- 
ing. This was done with the consequent 
saving in time otherwise needed to cal- 
culate unexpired premiums. Also, most 
of the policies that could be changed 
from a three-year to a five-year basis 


were so Changed, with the accompany- 
ing reduction in premium. Here, the 
independent auditor was careful to 
impress everyone against any attempt 
to serve the interests of record-keeping 
and auditing at the ex pense of good 
business practice, 

The bookkeeper gladly assumed the 
duty of posting all adjusting entries to 
the old sheets, of closing the books 
himself, and opening the new ledger 
without help from the auditor, A re- 
ceipt was obtained book- 
keeper, as is always the case, describing, 


from. the 


ina general way, the papers which were 


turned over to him by the auditor. 


Tests that were applied 

The clerical assistants produced, by 
agreement between the client and the 
firm, adding machine tapes on sales, ac- 
counts receivable, accounts payable, 
and subsidiary ledgers covering pur- 
chases and operating expenses. Ade- 
quate tests, of course, were later to be 
made by a junior, and the tapes selec- 
ted were re-added by a member of the 
audit firm’s stenographic force, or a 
comptometer operator. It was under- 
stood that statements, 
other documentary evidence supporting 
placed in 


invoices, and 
disbursements would be 
proper order to shorten testing time. 

The client was shown that the stat 
man, to whom the internal personnel 
were accustomed, should not be re- 
quired to do all the audit work. The 
client agreed to that senior’s super- 
visory attention over the functions of a 
semi-senior and a junior. Opportunity 
was taken to educate the client in some 
of the advantages of the staff rotation. 

The job done by the bookkeeper and 
his helpers was far better than had 
been anticipated. Because of the inde- 
pendent auditor’s familiarity with the 
records, from many years of past ex- 
perience, it was possible for him to tell 
at a glance, in many instances, which 
accounts appeared to need testing. A 
process of selective sampling was estab- 
lished, based on the application of the 
auditor’s judgment. 


methods 


It was soon realized that courtesy and 
recognition of the bookkeeper’s good 
work with the 
auditor’s independent position. 


were not inconsistent 


"Ideal" case of a large client 


The auditor had the right to assume 
that a much more limited sampling 
procedure would suffice because of: 

1. The oil client’s efficient office and 

accounting methods, 

The superb internal controls 

which prevailed. 

3. The fact that the client received 
monthly reports from its own ac- 
counting force. 

!. The fact that they kept plant 
ledgers, insurance records in de- 
tail, and other subsidiary records, 
usually not maintained by smaller 
business undertakings. 

‘This client, as the other, was given an 
unqualified report or “certificate.” ‘The 
fact that these extra records were main- 
tained in detail rendered unnecessary 
the preparation of detailed schedules of 
insurance, depreciation, and the like, 
for the report or tax returns. 

Much the same procedure as in the 
first case of the automotive company 
was followed in regard to having the 
firm’s internal control questionnaire 
answered and signed by the pertinent 
employees. But in addition to this, the 
client’s key personnel prepared a brief 
narrative report on the facts, as well as 
flow charts. These charts traced in 
graphic form the work done by various 
departments and their employees, and 
the travel and ultimate resting place of 
many of the forms and documents. The 
proper build-up was carefully planned. 
Naturally, the 
viewed the actual performance over a 
set period of time, or number of tran- 
sactions, with the people who prepared 
or helped prepare the charts, and with 
The em- 
ployees knew that their ideas were 


auditor carefully re- 


their immediate superiors. 


solicited, and there was a_ certain 
amount of enthusiasm aroused in the 
interest of better results, 

As in the case of the automotive 
client, the work papers were sent suf- 
ficiently in advance for preparation in 
order to accommodate proper timing of 
preliminary audit work. Getting papers 
in too late would have caused lost mo- 


tion. Since all auditors wish to reduce 
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their 
load, 


calendar year-end closing work 
such requirements as vouching 
fixed assets additions up to a certain 
and doing other work prior to 
entering the final phase of the audit, 
should be taken care of in good time. 
It is necessary to have the work papers 
in the hands of the chief accountant in 
time, for greater efficiency. 


date, 


Cooperation from the client 


that his office 


pulled the vouchers in a manner that 


This client saw to it 


would facilitate the auditor’s work and 
save his time. Accounts receivable and 
accounts payable statements were, of 
course, made available at the earliest 
possible date. In this case, the entire 
financial statement with all schedules, 
and the entire income tax returns with 
all schedules, were prepared in ad- 
vance. At least twice, the differences 
uncovered by the auditor were so rela- 
tively immaterial as to afford ac- 
ceptance of the statements unchanged. 

It must not be thought for one 
moment that proper auditing standards 
met. The American 


Institute of Accountants’ statements on 


were not strictly 


auditing procedure, as well as_ the 
policies of the firm, were minutely fol- 
lowed. It so happened that this large 
client had a highly trained and experi- 
enced internal auditing staff, and that 
some of the key members of the stafl 
emanated from the auditing firm serv- 
ing the client. They understood the 
firm’s methods and audit requirements, 
and knew how to eliminate every pos- 
sible phase of unnecessary work in or- 
der to expedite the report and the tax 
returns, and save money for the client. 
It is hardly necessary to call to the 
minds of practicing CPAs the need for 
extreme judgment and care in evaluat- 
ing decisions as to the degree of ac- 
ceptability and, consequently, the ex- 
tent of validating the work papers pre- 
pared by clients’ employees. Regardless 
of who pushes the pen or the pencil, 
the scope of the examination must in 
no way be affected, Independent au- 
ditors should not permit themselves to 
be lulled into a false sense of security, 
and substitute for adequacy a curtailed 
performance, because of the confidence 
they have in the persons who answer 
their internal control questionnaires 
and prepare their work papers. m/m 
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Ov: you make a record — by 
machine or pen — on Parsons 
Paper, you'll never have to copy it 
because of worn paper. Parsons 
Papers /ast; these fine papers pay for 
themselves over and over again. The 
cost of copying a single set of records 
may be ten times the cost of standard- 
izing on long-wearing Parsons Papers 
for all your records. 

Parsons Papers stand up under era- 
sure by rubber, scratcher or chemi- 
cals. They won’t split or dog-ear at 
corners, and your entries won’t 
smudge or spread along the fibers. 
They’re made of strong cotton fibers, 
which means you can use lighter 
weights and won’t have to waste the 
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costly space that thick, bulky papers 
use. Paper like this means efficiency 
and low clerical costs. Parsons makes 
no other kind. For example: 


Parsons Mechano Form 


Made with new cotton fibers, which 
is the key to quality in paper, 
Mechano Form ledger and index- 
bristol lead in sales because they’re 
economical and efficient. They’re 
available in many sizes and weights 
so there'll be no waste. They’re made 
in a variety of matching colors 
because clerical speed and accuracy 
in selection are improved by color- 
keyed forms and sheets. 


“How to get what you need in Record-Keeping 
Papers and Index Cards” 


This is the title of a valuable free booklet that will help you 
materially in setting up, changing or maintaining an efficient 
record-keeping system. It answers dozens of questions and 
will make it possible for you to cut down the time and 
energy used in keeping your records. 
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ADDRESSING MULTIPLE SHIPMENTS 
now by-product of normal procedures 


The new STEN-C-LABL method of addressing multiple shipping 
labels, tags, cartons handles more shipments faster at lower 
costs in your shipping department. 


HERE IS HOW: 


Tab it on your snapout invoice. Tabbed to continuous forms 


B/L, or order form 


STEN-C-LABL is typed as a by-product of normal typing 
of invoices, orders, or bills of lading. 

Whatever your procedure or equipment, STEN-C-LABL is the 
answer. STEN-C-LABL can be used on: 


Manual Typewriters Card-O-Type 

Electric Typewriters and Billing Machines 

Teletype Flexowriter 
Electric Accounting Machines 


STEN-C-LABL is sent to shipping department securely 
and safely attached to shipping copies. 

STEN-C-LABL is now ready. As many labels, tags, or 
direct-to-carton impressions can be imprinted as needed and 
as fast as you can stamp them. 


Regardless of your present method of handling this time con- 
suming job, here is the speediest, simplest, most economical 
method of MULTIPLE addressing. Anybody can operate it. 
There are no mechanical parts to break or to get out of adjust- 
ment. Thousands and thousands of imprints can be made 
from one “SQUEEZE FEED” bottle of ink. Completely elimi- 
nates errors and mis-shipments. No filing time required. 


PUT STEN-C-LABL TO WORK FOR YOU TODAY! 


Just write us on your company letterhead or use reader reply card for FREE 
brochure showing operation and explaining the many applications of this new 
method of addressing multiple shipments. 


STEN-C-LABL, INC. 


Department M, 2285 University Avenue, St. Paul, Minnesota 
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How to revise your 


ORGANIZATION CHARTS 


by Leslie M. Slote 


Ass't to the Pres., Norden-Ketay Corp. 
Management and Labor Relations Consultant 


Editor's Note: In the March and April 
diagnostics we offered a workable 
solution to the complex problems of or- 
ganization planning. We explained a 
method of planning based upon activity 
analysis, and then showed how a func- 
tional organization chart could be de- 
signed to achieve maximum coordination 
among these activities. We also demon- 
strated a logical method of classifying 
and locating new activities in the corpo- 
rate structure to minimize the occurrence 
of many types of common operating 
problems. The net result in practice is a 
smoother running organization with the 
ultimate goal of "getting the work out." 


es he universal applica- 
bility and technique of using activity 
analysis and functional organization 
planning can best be shown by actual 
case histories. The chart in the April 
issue will be used as a guide. Although 
set up for a manufacturing organiza- 
tion, it applies to any enterprise. 

Our first example is a savings bank 
that had fallen behind the times and 
was losing accounts and mortgage busi- 
ness to an aggressive competitor. A 
modernization program was under- 
taken by the Board of Trustees. The 
physical establishment was modernized 
and rehabilitated, and then the same 
face-lifting, streamlining treatment was 
given to the organization structure, 
followed by a rigorous overhaul of all 
systems and procedures. 

Before reorganization took place, the 
organization structure of the bank was 
virtually meaningless insofar as func- 
tional balance and coordination were 
concerned. There was no Commercial 
Department to obtain any new busi- 
ness. Customer Relations, Public Rela- 
tions, and Advertising reported to the 
Controller, and were weak because they 


competed with his primary functions 
of over-all financial planning, account- 
ing, auditing, and reporting. 

In addition, the Controller was re- 
sponsible for all branch operations, in- 
cluding personnel management and 
the operation and servicing of all types 
of savings accounts, mortgage and bond 
purchases, safe deposit vaults, as well 
as maintenance of the premises. The 
Controller reported directly to the 
First Vice-President, who reported to 
the President, as did Investment, Au- 
diting, and Executive Committees. 

Reorganization established three De- 
partments directly responsible to the 
First Vice-President. Commercial han- 
dles the marketing of bank services, 
Administrative handles the actual oper- 
ation of these services, and Financial 
is responsible for the evaluation of 
over-all operating results through 
budgeting, maintaining books of ac- 
count, and auditing. In turn, each of 
these three Departments is broken 
down into three Divisions, representing 
planning, production, and inspection 
phases of the respective functions. 

Although the new chart for the bank 
is worked out in fine detail, we are 
only showing the broad structural out- 
lines and sufficient information to en- 
able Figure 1 to be compared to our 
functional chart shown in the April 
issue. The Sales or Commercial phase 
is worked out in greater detail to show 
the marketing approach that proved to 
be the key to success in this case. 

Our other example is an oil com- 
pany that had steadily grown into a 
loosely knit corporation beset with 
problems of internal communication 
and coordination. The Fiscal V.P. was 


methods 























Determines 


INVESTMENT COMMITTEE 





BOARD OF TRUSTEES 





PRESIDENT 


FIRST VICE-PRESIDENT 


EXAMINING COMMITTEE 





public, 


COMMERCIAL DEP’T. 
governmental, 


and 


trade requirements as a basis for plan- 


ning 


effective 


ways of 


obtaining de- 


positors for the several types of banking 
services and obtaining mortgagers for in- 
vestment of funds. " 





Pe BANK SERVICES 
RESEARCH DIV. 


| T —" 
SERVICES COMMERCIAL 

DISTRIBUTION CONTROL DIV. 
DIV. Inspect & evaluate 


Forecast & evaluate 
territorial operations 
within limitations of 
government regula- 
tions for all bank 
services & mortgages. 


FIELD RESEARCH 
UNIT 


Conducts field re- 
search to determine 
markets for bank 
services, i.e., regular 
savings, Christmas 
club, school savings, 
special accounts, safe 


deposit boxes, & 
mortgage invest- 
ments. 


pee MARKETING 
PLANS UNIT 


Develops marketing 
plans, sets definite 
quotas & budgets 
for bank services in 
total and at each 
office. 


* MARKET 


ANALYSIS UNIT 
Inspect & appraise 
all results against 
plans & budgets. 





Effect distribution of 
bank services in the 
most effective ways. 


PUBLIC 
RELATIONS & 
ADVERTISING 

UNIT 
Create desire & de- 
mand for bank serv- 
ices, dividend rates, 
mortgage interest, 
and policies. 


Pm" SALES UNIT 


Contact brokers & 
investment firms to 
obtain mortgage in- 
vestments. 


Contact neighbor- 
hood businesses & 
employees to obtain 
accounts, etc. 





Lemme SERVICES 
EXPENSE 
CONTROL UNIT 


Control & analyze 
distribution ex- 
penses &  over-ail 
profits by individual 
offices & point up 
deficiencies. 


all expenditures and 
results arising from 
Commercial opera- 
tions. 


Pe PRICES, DIVI- 
DENDS, INTEREST 
RATES 


Set prices for safe 
deposit box rentals, 
bank checks, money 
orders & other serv- 


ices. 
Determine dividend 
& interest rates & 


methods crediting or 
charging them. 





poe COMMERCIAL 
REPORTS & 
STATISTICS UNIT 
Maintain records of 
all Commercial 
Dep’t. operations. 
Prepare & issue all 
reports and statistics 
required by various 
units of Commercial 
Dep't. 


ADMINISTRATIVE DEP’T. 
Operates tellers’ windows for collecting 
and disbursing: 

Regular savings 

Christmas club 

School savings 

Special accounts 
Operates safe deposit vauits. 
Processes mortgage and bond purchases. 
Collects mortgage remittances. 


Operates bank life insurance program. 


Produces, purchases and_ services all 
equipment, supplies, and forms required 
for the above operations. 


I L 


BANK SERVICE 
PLANNING DIV. 





ADMINISTRATIVE 
DIV 


Maintains 


a 


FINANCIAL DEP’T. 


the master 


records, 


reports, 


and statistics for the Commercial and Ad- 
ministrative Dep’ts. 
Evaluates effectiveness of these Dep’ts. 
through inspection and appraisal of their 





operating systems, procedures, reports, 
and over-all results. 
| | aa 
OPERATIONAL AUDITING DIV 


CONTROL DIV. 


BANK SERVICES FBANK SERVICES 
CONTROL DIV. 


Organization Chart in a Savings Bank 


CONTROLLER'S 
DIV. 


Figure |: This chart emphasizes the broad structural changes made 
in the Sales or the Commercial phase of the bank's operations. 
It is only a part of the over-all revision of the organization chart. 











BOARD OF DIRECTORS 


GENERAL EXECUTIVE 
President 


LEGAL 


General Counsel 





r 


FIELD MANAGEMENT 





eZ 


EXECUTIVE 
VICE-PRESIDENT 








; 


FISCAL 














General Manager in charge of refinery 4 
Vine-Fpasidant production, tanker and marine operations. Vice-President 
! . | ieee : " T T ay 
FIELD ADMINISTRATIVE GENERAL ADMINISTRATIVE FISCAL ACCOUNTING AND FISCAL 
FIELD PLANNING OPERATIONS FIELD CONTROLS PLANNING OPERATIONS CONTROLS PLANNING FINANCE CONTROLS 
Manager Manager Manager Manager Manager Manager Manager Manager Manager 
| FISCAL ACCOUNTING AND FISCAL 
PLANNING FINANCE CONTROLS 
(Functions) (Functions) (Functions) 
1. General operating !. Accounts—billing, 1. Review and audit 
budget bookkeeping of domestic 
2. Investment budget 2. Credits and col- records and books 
: - . lections of account 
Organization Chart in an Oil Company 3. Management bud- 2: Menteiine’ east 
get 3. Account recon- “ 
Gone 4 t ciliation of field office 
° ° ° — ‘ " recasts 
Figure 2: This chart details the broad functioning of financial con- ae Prose 4. Freight invoices peed of re 
trols after revision. It replaces a structure that was a mixture of tions i | et a. Cane, See 
Biot A ae _ 2 . 5. Disbursement ap change controls 
corporate activities functioning in almost casual relationships, with- 5. Economic research provals 
out adequate centralized or decentralized management controls. 6. Fiscal and ex- 6. Foreign and do- 
change studies mestic banking 
7. Consolidated cost 7. Tax returns 
and statistical an- g preparation of 
alysis statements 
8. Corporate tax 9. Payroll accounting 
studies, contract —foreign and do- 
digest and con- mestic 
trol 
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IT COSTS LESS TO 
PUSH A 
BUTTON 
\ THAN TO PUSH 


A PENCIL 





There’s no longer any reason to 
put up with the high cost of slow 
manual methods to get the facts 
and figures you need for sales 
and distribution, accounting, pro- 
duction and other phases of your 
company’s operation. 

While electro-mechanical in- 
stallations may not be feasible for 
your company, there is a practical 
and economical way to take ad- 
vantage of today’s push-button 
techniques and avoid costly, time- 
consuming manual operations. 

Through sTaTISTICAL, you can 
give your company the benefits 
of automatic methods— whether 
your operation is large or small. 
STATISTICAL has the latest electro- 
mechanical equipment plus the 
experience to do the job for you 
quickly, accurately and more 
economically than your office 
staff can do it. 

There’s no time like today 
to prove this for yourself. Our 
methods engineers will be glad to 
discuss your needs in confidence 

at your convenience. 
sic 


Just phone our nearest 
office. 


STATISTICAL 


TABULATING COMPANY 


Established 1933 - Michael R. Notaro, President 


CHICAGO 
53 W, Jackson Blvd. 
HArrison 7-4500 


NEW YORK 
80 Broad Street 
WHitehall 3-8383 


NEWARK 
National-Newark Bldg. 
MArket 3-7636 


ST. Louis 
411 No, Tenth St. 
CHestnut 1-5284 


CLEVELAND 
1367 East 6th St. 
SUperior 1-8101 


TABULATING - CALCULATING - TYPING 


TEMPORARY OFFICE PERSONNEL 
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Wraltonals save us over 100% a year on our investment.” 


— SUN-MAID RAISIN GROWERS OF CALIFORNIA, Fresno 


“The flexibility of National Accounting 
Machines enables us to produce our 
Accounts Receivable and Brokerage 
Payable statements in one operation. We 
experience similar efficiency and savings 
by applying National equipment to our 
Warehouse Inventory and Payroll 
Accounting. 

“Substantial savings also result from 
other benefits, such as the elimination of 
multiple entries, releasing two clerks per 
machine for other duties, and keeping 
records current during peak periods. 


*“Sun-Maid’s complex accounting 
problems were analyzed and solved by 
National’s trained staff who installed the 
equipment and completed the training 
of our employees in a prompt, efficient 
manner. 

“Nationals save us well over 100% a 
year on our investment.” 


ee 


President 
Sun-Maid Raisin Growers of California 


“World's Largest Raisin Packers’ 


In all sizes and types of business, Nationals 
cut costs by doing up to % of the work 
automatically. They soon pay for themselves 
with the money they save, then continue 
Savings as yearly profit. Operators are hap- 
pier because their work is made easier. Your 
nearby National representative will gladly 
show how you can save with Nationals 
adapted to your needs. 


STRADE MARK REG US. PAT OFF 
Owlional 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, pvayron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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concerned because both the Field and 
General Operating expenses were out 
of line, and were almost impossible to 
control against predetermined — esti 
mates. This was due in great measure 
to the confusion arising from the over- 
lapping of functions and responsibili- 
ties, costly duplication of effort, and 
complexity of organization structure 
resulting from uncontrolled growth. 
For example, the Executive V.P. re- 
sponsible for General Operations had 
five V.P.’s reporting to him, in charge 
of the following: Producing and Refin- 
ing Operations, Research and Engi 
neering for Producing and Refining, 
Purchasing, Industrial Relations, and 
Distribution and ‘Transportation. The 
Executive V.P. reported to the Presi- 
dent on a par with the Fiscal V.P. and 
four other V.P.’s in charge of Market- 
ing, Ficld Management, Marine Con- 
struction, and Advertising and Public 
Relations. The result was a mixture ol 
corporate activities functioning in al 
most casual relationships, without ade- 
quate management controls. 
Realizing that the answer to his 
problem of expense control was com- 
pany-wide in nature and crossed de- 
partmental lines, the Fiscal V.P. was 
able to persuade the Board of Direc- 
tors that reorganization to produce a 
balanced 


corporate Structure Was a 


prime necessity. Figure 2 shows the re 
sults of planned reorganization, and in 
particular, details the broad function- 
ing of financial controls. 

By setting up Field and General 
Operations Management in the man 
ner shown, each of these major phases 
of company activity is now able to ac- 
complish the following: set realistic 
cost and performance estimates with 
the approval of Fiscal Management, 
measure operating results against these 
goals, take immediate corrective action 
at the performance level to control re- 
sults and expenses. 


It is now possible for the Fiscal 
Department to set up workable mastet 
budgets, receive company-wide reports, 
and then recommend action based 
upon an over-all evaluation of per- 
formance against plans. Cost control 
became a reality by first establishing a 
balanced, coordinated organization 
structure, and then installing the neces 


sary systems and procedures. m/m 


methods 





thought 


Thought Starters deal with a 
Editor invites contributions 








which are 
SA 


J FORMS \ teeagt BF atari 


How to handle billing 
on one-time customers 








William J, Theise, President 
Graphic Business Systems, Inc. 
New York, New York 


A simple, compact form to handle 


billing, shipping, and accounting for 


one-time customers was designed for 


Management Magazines, Inc., to han- 
dle 


“Workshop for Management.” 


the sale of their publication, 


The problem is rare, for few busi- 
the 


Our customer did not want 


nesses work on basis of just one- 


time sales. 
Receivable 


to set up an Accounts 


ledger, but neither did they want to 


lack any of the essential elements al- 
ways found in a complete and accurate 
accounting record. 

Specifically, the features they desired 


in the form were: 


1. Arrangement to assure the fastest 

possible typing time. 

2. Design of the form to eliminate 

wasteful clerical detail and handling. 
Assurance that a “return stub’’ to 

identify the payer would be returned 

with the 


remittance. (This was de 


sirable because many of the custom- 


This six-part, carbon-interleaved form is designed 
to take care of accounting, shipping and billing 


operations with a minimum of ee 
a 418 
wo 


starters 





“practical solution to a management problem.” The 
paid for at our normal space rates. 
ers’ names were unfamiliar, and 


many of these sales were gifts with 
payment coming from persons other 
than the consignee.) 

!. A compact size to require mini- 
mum file space. 


5. Low cost. 


With these requirements as a guide, 
we designed a form which is the ap- 
check. The layout 
requires typing only the address of the 


proximate size of a 


consignee, date, and total price. 
form is 
Extra 


Each carbon interleaved 
numbered, and contains 6 pages. 
unnumbered invoices were printed to 
be used for orders requiring more than 
a single invoice. The form comprises: 


1. Customer’s invoice with identify- 
ing return stub. 

2. Shipping order with label. This 
form provides an order to the shipping 
department to ship the product, as well 
as a label for the package. 

3. Acknowledgment of order. ‘This 
was required because orders were ac- 
cepted before publication and_ ship- 
book. 


4. First statement, with identifying 
payment stub, as a payment reminder. 


ment of the 


5. Second statement, with identify- 


ing payment stub, as a past due re- 


minder. 


‘next page, 


please) 


a 


NT 
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Go Ahead, Mister—It's Your Dough! 





If you’re satisfied to literally throw money out the window . . 
keep right on with those antiquated paperwork methods. 

What do we mean? Just this! If your paperwork procedure is a 
conglomeration of different forms—a succession of typing and 
retyping operations, then you’re paying for a lot of needless work 
that is eating into your profit margin. Even clerical help is too 
costly to squander on repetition of effort. Here is where Colitho 
Offset Duplicating Products come in. 

For years now, Colitho paperwork engineers have been showing 
business people how the duplicating machines they already have 
can be used to increase the efficiency of business forms procedure 
—not just in bulletins, sales sheets and reports, but in the pur- 
chasing, manufacturing, engineering and accounting systems 
of a business. 

An idea of what this kind of help might mean to you is con- 
tained in the 16-page booklet, ‘‘Cash In On Your Offset 
yp Idle oe: ” We'd like to send you a copy. 


r 





Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO., In 
495 Herb Hill Road, Glen Cove, N. Y. 


Name 


Company 
Address 


City 


es 
eh te on sh 
THE “ONE-WRITE" WAY TO RUN tl 


A BUSINESS 





<4 





Please send the booklet ‘Cash In On Your Offset Duplicator’s Idle Time” 
and the Colitho Idea File. 














Zone State 
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When you 
AIM 
TO SAVE | 


office space 
and 
labor dollars 


... this Program helps you hit the target / 


People working in offices need equipment that fits the => QUALITY Art Metal’s long-established standard of 


functional requirements of individual jobs in order to design and construction has never been surpassed. 

work all day in comfort, with minimum fatigue, and at : " 

maximum efficiency. === DEVELOPMENT Experimental and research facili- 
This is the goal that Art Metal enables you to obtain in ties constantly at work devising new products and better 

a unique degree with its Four-Point Office Equipment functional features in desks, files and chairs. 


Program. Resultant savings in time and floor space amount ‘ ; , 
to such proportions that the investment cost of new desks, ane al SELECTION A broad range of desks, chairs and files 
chairs, files and collateral equipment has often been repaid to meet Art Metal’s standard of “Tailor-Made Office Work 
{ in this way in anywhere from 18 to 36 months. Stations” for cost-saving, space-saving, time-saving operations. 
Art Metal office equipment and service are available ; ‘ , 
through a nation-wide network of 12 factory branches and Seine ol SERVICE A Planning Service that includes floor 
over 700 dealers. Look up the Art Metal man under “Office plans to help you obtain the desired result in improved 
Equipment” in the Yellow pages. Or write Art Metal efficiency and lowered office costs. 
Construction Co., Jamestown 4, N.Y. 


SEND FOR these publications... 
offered exclusively by Art Metal and 


. - ; ; For 67 years 
nationally recognized for their practical 


the hallmark 
of the finest 
in office 


value in planning efficient offices. 
| “Office Standards and Planning Book” euelinment 


| “Manual of*Desk Drawer Layout” and systoms. 





[| “The New Modular El-Units” 





EXECUTIVE OFFICE DESKS, CHAIRS AND CREDENZA UNITS - GENERAL OFFICE DESKS AND CHAIRS + FILING EQUIPMENT + WABASH FILING SUPPLIES + POSTINDEX VISIBLE INDEX SYSTEMS 
(Circle 625 for more information) 
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6. Ledger record, 

The pages snap apart and separate 
after typing. The first two copies (in- 
voice, shipping order, and label) are 
forwarded to the shipping department. 
The customer’s original order is marked 
with the number of the invoice, and 
filed. It can be used later as a cross- 
reference to answer inquiries. 

The two statements and ledger copy 
are placed in a file by numeric se- 
quence. Because the numeric sequence 
and dates of the orders will generally 
coincide, this file can be used as a basis 
for sending the periodic statements. 
When payment is received, the unused 
statements are destroyed and the ledger 
copy is bound as a cash book record. 

The first statement, in this particular 
case, is sent out 15 days after shipment 
if payment is not received. The second 
statement is sent 20 days after the first 
statement. This timing can be varied 
as desired, of course. 

One Accounts Receivable card is set 
up as a control for the ledger file. Daily 
totals of invoices are debited. Daily to- 
tals of cash receipts are credited. Any 
returns received cause the removal of 
unpaid statements, and the ledgei 
copies are bound into a “return rec- 
ord” binder. An adding machine tape 
is taken of these, and the total credited 
to the control account. 


Cl om 
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Facsimile equipment 
between plant and office 


An_ inter-office communication sys- 
tem at the Chrysler Corporation, in 
Detroit, photographically transmits let- 
ters, photographs, drawings, etc. The 
transmitter is installed in the central 
records department at the Detroit 
plant, and the receiver is in the mail 
room of the General Office Building 
located at Highland Park. 

When a document is needed from 
the central files, it is photographically 
transmitted to the offices in a matte 
of minutes, This not only speeds up 
the service for people who need mate- 
rial from the files, but it insures against 
loss of papers, since they are never re- 
moved from the records department. 


methods 
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Now 
you can 


TAKE IT WITH a = Ne 
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HANGING FOLDERS 


ExEcuTIves: Your stylish “traveling 
office’, for reports, letters, minutes. 
SALESMEN: Carry price books, photos, 
testimonials, samples, other sales data. 
HOME “MANAGERS ’”’: Perfect for household 
papers—bills, budget, taxes, insurance. 
Made of lightweight steel, tan finish. 
Brass lock, leather handle, piano-hinge. 
Holds 25 Pendaflex celluloid-tab hang- 
ing folders, which can’t slump or sag. 
Clip for free catalog, name of dealer. 
Oxford Filing Supply Co., Inc. 
24 Clinton Road Garden City, N.Y. 
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End All Wraps Problems 
In The Small Office 


Replace crowded "hat 
trees'' with efficient S-6 
Office Valets (have 
room for guests too). 
Each Valet provides 6 
spaced coat hangers, 6 
ventilated hat spaces, 
umbrella stand and 
overshoe platforms in 
30'' x 16'' floor space. 
Keep wraps aired, dry 
and “in press’. Life- 
time welded steel construction — never 
loosens, wobbles or tips over. Choice of 
modern baked finishes. Sold by leading 





office furniture dealers everywhere. 


Write for catalog No. OV-22 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, Ill 
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Copy to be transmitted is wrapped 
around a drum. As the drum revolves, 
a photoelectric cell scans the copy, and 
transposes the varying degrees of dark- 
ness on the copy to correspondingly 
varied intensity of sound. 
then goes over a direct wire to the re- 
Transmitted copy is received 
on a roll of electrolytic paper that 
needs no developing or processing. 
Copy emerges from the receiving ma- 
chine at the rate of 314 inches pei 
minute. 


The sound 


ceiver. 


This is said to be more than 
twice as fast as any similar system cur- 
rently in use. 


V/A 
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Simple error-check eliminates 
invoice proofreading 








Melville J. Lee, Controller 
S Renwal Manufacturing Co., Inc. 


IDEA Mineola, New York 


Proofreading typed combination 
shipping order-invoices has been elimi- 


nated by using a simple checking sys- 


tem. This system calls for the addition 


of the item number and the number of 
dozens on both the customer’s original 
order and the shipping order. If the 
two totals agree, it is concluded the 
shipping order is correct, unless there 
is a double error. However, this is a 
rare occurrence, having happened only 
four times in 75,000 orders. 


lA 
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Company seeks outside ideas 
to stimulate product expansion 








An interesting technique to attract 
new processes and ideas from outside 














GET FACTS TODAY! 








N-178-DI 








908 Mulberry Rd.,S. E. 


Canton 2, Ohio 


(Circle 


Diebold’ 


INCORPORATED 


568 





Featuring Nylon-Glides, Diebold Steel Tab 
Card Files are the most economical and effi- 
cient units available. Economy starts with 
equipment prices (now only one-third the cost 
of “fixed” 22-drawer tab card cabinets). In 
addition, Diebold steel files save space .. . 
stack ceiling-high without drawer-bind. Add 
2-drawer sections, as needed, either vertically 
or horizontally. 


Other advantages include . . . permanent anti- 
friction drawer operation on sintered Nylon 
bearings ... positive followers compress cards 
so tightly that drawers can be inverted without 
spill. . . easy grip rear carrying bars . . . 


drawer stops that prevent accidental pull-outs. 


For top-drawer economy and efficiency .. . 
specify Diebold. Call your local Diebold repre- 
sentative, or mail the coupon today. 





THE MAGIC OF SINTERED NYLON PUTS GLIDE IN DIEBOLD FILES. 





Diebold, Incorporated 
908 Mulberry Rd., S. E. 
Canton 2, Ohio 


Show us how we can reduce costs and improve our 
filing equipment. 











Firm 

Individual Title 
Street 

City Zone State 
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Watchdog...stops waste ! 


Postage, even in a small firm, is a sizeable 
item. The overpaying of postage on only a 
dozen letters a day, through a clerk’s normal 
eye error or a scale’s hidden inaccuracy, will 
amount to nearly $100 a work year! A 
Pitney-Bowes precision scale is the watchdog that 
will prevent such waste. It stops the loss of 
postage through overpayment...and the loss 
of customer good will through underpayment 
with resulting “postage dues.” Its pendulum 
mechanism, hairline indicator, and wide-spaced 
ounce markings eliminate errors in reading! 
Four models; one includes parcels up to 70 Ibs. 

Ask the nearest PB office to demonstrate. 

Or, write for free illustrated booklet. 


FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
4577 Walnut St., Stamford, Conn. 


Originators of the postage meter 
.. Offices in 94 cities. 


Tei 


(Circle 598 for more information) 


5000 sheets in 6 sq. ft. 
of floor space 


i e- 
weet TS 
In wea fast- xi- 
gheet®- wo! .. ” pi a t 
« able shee" ot 
gested ws gv’ , vist n fiat ¢ flo 
co a andin’ ages quare fo te mpe™ 
st tie 5 separ? dollat = y or ite: 
spnde i} city YP will sav yr 
ge iN t 
ce . no all aout ® oth 
> yin D N. T. 
money ocowway 5BU RG: 
GpEN 
Aoons.™ es 
? 
,cco 


(Circle 550 for more information) 


38 





















sources has been developed by the Food 
Machinery and Chemical Corporation. 

A personal note is attached to the 
inside cover of an attractive four-colon 
brochure; Paul L.. Davies, President, in- 
vites readeys to submit ideas for new 
products and processes. 

Designed to complement internal re 
search and development, the brochure, 
“Putting Ideas to Work,” has been 
given wide distribution by FMC. Be 
sides containing photographs of many 
ol the products now being made by the 
corporation and its subsidiaries, it lists 
the products. The message says, in part: 

“FMC is primarily interested in the 
commercial development of products 
or processes that are kindred to on 
complementary with its present equip 
ment, typical examples of which are 
summarized. If products or proc 
esses of this type come to your atten 
tion, our Organization Planning De 
partment . would appreciate having 
an Opportunity to consider them. 

“Patent protected products or proc 
esses are preferred: if they are not 
patented or are in the patent applica 
tion stage, an inventions agreement 


form for our mutual protection will be 
sent to you on request.” 
For more information, circle numbe 


OSI on the Reader Service Card. 
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Photocopying simplifies 
aircraft production control 


North American Aviation simplified 


one paper work control problem by 








decentralizing production control. Re- 
sponsibility was placed on the individ. 
ual department, and a carefully con- 
trolled scheduling program was de- 
vised. An effective notification system 
was made possible without additional 
personnel, by instituting a photocopy- 
ing system for shop orders. 

This system operates with 23 photo- 
copying machines, located in 20 differ- 
ent departments throughout their Cali- 
fornia plants. The various production 
and material record forms are processed 
on these machines as_ they travel 
through the production flow. 

Every production order set is origi- 






5-DAY TRIAL! 


High-speed, simple ten-key operation f 


People in your business who’ve 
been using adding machines for 
years tell us they’re amazed by 
the Underwood Sundstrand. It’s 
the fastest, easiest machine they 
have ever used. And tests prove it’s 
the most dependable. But you be 
the judge! 





Write on your business letterhead 
to Underwood Corporation, Dept. 
D-11, One Park Ave., New York 
16, N.Y., for a five-day FREE trial 
of the Underwood Sundstrand. 
Use it in your own office on your 
own work with your own opera- 
tor. There’s no cost or obligation. 


UNDERWOOD CORPORATION 


One Park Avenue, New York 16, N.Y. 


(Circle 634 for 


more information) 
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FOR OVERLOADED 
SWITCHBOARDS 
IN OFFICES AND PLANTS 

PLUS 
EMERGENCY 
SERVICE 


HEELER 


a isla 











“ 
oO 





BY 


wy +cKTRR ES bE 


Surprising how quickly and easily you 
con ‘“‘free’’ your switchboard or inter- 
office system by connecting constantly- 
called locations in office or plant with Wheeler phones. 
You get clear, static-free conversation . . . wide flexi- 
bility, with bell, visual, or special call signals . . . 
choice of many types, including executive desk sets. 
Yet NO BATTERIES . . . NO POWER CONNECTIONS 
...NO MAINTENANCE! ‘‘DOUBLE’’ as dependable 
EMERGENCY systems in case of power failure. Low in 
first and last cost. 

Write for full story. 









the WHEELER insutateD wiRE COMPANY, INC. 


Division of The Sperry Corp. 
1133 East Aurora St., Waterbury 20, Conn. 
In Canada: Sperry Gyroscope, Ottawa Ltd., Ottawa 


3WH55B 
(Circle 618 for more information) 


ORGANIZATION CHARTS 


YOU can meateaity 





You yourself—or any 
designated employee—can de- 
velop, complete and revise perfect organ- 
ization charts without drawing a single 
line. You save the time and cost of a 
professional draftsman. You keep con- 
fidential information crystal clear—but 
confidential. Revisions in minutes. Also 
use the Chart-Pak Method for graphs, 
office and plant layouts. 


Mail this NOW! 
= 
PAA a. 
my ee ee ey 
CHART-PAK, INC 
1 100 Lincoln Ave. * Stamford, Conn. * Dept. 96E 


| TRADE MARK 





I 

1 
| Please send me Chart-Pak Method data on: | 
] Organization Charts ] Office Layout l 
| ] Graphic Charts | Plant Layouts | 
| Name aa ont ie 
i aes sislhsasaeesiesnaaaea | 
| Address eddoate its sui ocaiieatnisaasam | 
| City ns eS j 


(Circle 623 for more information) 


may 1955 










nally 
chines. 


produced in 
The order 


duplicating ma- 
forms are made up 
of six cards each, and in different col- 
ors for easy recognition and routing. 
These production forms include such 
vital 


information as numbers, 


number of planes on order, date issued 


part 


and released, description of parts, etc. 

Photocopies are employed basically 
for “Behind Schedule 
split orders, and tooling orders. In split 
orders, 


Notifications,” 


there have been 
substantial savings made in time and 
labor. Reproducing shop orders for 
“split” purposes is where it becomes ex- 
pedient to move a partial quantity 
ahead of the total quantity 


particularly, 


called for 
on the original manufacturing order. 
North American’s production shops 
estimate making nearly a 
“splits” per year. It takes only 
onds to photocopy a split order card; 


million 
40 sec- 


whereby done manually, it required an 
average of 3.4 man minutes per split. 

Up to 3,000 individual order copies 
are now made per week within each de- 
partment, and more than 50,000 per 
week in the plant. 


(A 


J pane est Sate 








Company distributes 
employee benefits file kit 


A miniature portfolio, containing 
booklets on all personnel policies and 


benefit programs, 


was distributed by 





for all tabulating- 


sorting equipment 


Damaged punch cards that won’t 
go through tabulating-sorting ma- 
chines need no longer be a prob- 
lem. Imperfect cards are actually 
reconditioned, edges restored, 
folds and crumples ironed away, 
by this new Cummins office ma- 
chine. Cards bearing clips, staples, 
documentary stamps and mending 
tape are collected in a separate bin 
for hand inspection. 





Division of C 


IRONS OUT RUMPLED 
PUNCH CARDS 


Minimizes “rejects” 


IN BUSINESS AND BANKS 


UMMINS 












All at a speed of over 20,000 
cards an hour! Cummins Cardi- 
tioner is a necessary running mate 
for any make of tabulating equip- 
ment — enables you to get top 
efficiency from your present ma- 
chines. 

The coupon or a phone call to 
your nearest Cummins man will 
bring complete, detailed informa- 
tion on the Cummins Carditioner. 


SINCE 1887 





CUMMINS BUSINESS MACHINES 


Chic 





Send coupon, 
or refer to 
Cummins listing 
in Classified 
Telephone 
Directories in 
principal cities. 
«aoe 





Name of Business _____ 


aaa OE i ais cicsin ssitesciecaingecsaacies opened 


Corp 
Dept. MM-55, 4740 N. heccsaens Ave., Chicago 40, Ill. 
Please send me full information on Cummins Carditioners 


ee 


——— 


ceaietbciiak: jctaguas DG ockacniitn erica 


(Circle 566 for more information) 
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WOOD LASTS LONGER. Thou- 
sands of desks and chairs 
still performing beautifully, 
even after 50 years. Wood 
improves with age. 





WOOD COSTS LESS, and less 











WOOD ‘‘WORKS'’ BETTER. 
New convenience features, 
scientific finishes make sit- 
ting, working, seeing easier. 





WOOD IS QUIETER. Less 


= to maintain. Won't dent, noise-distraction means 
= buckle, spring or rust. greater efficiency. 

E os 

: 

= WOOD IS MORE PLEASANT T0 W009 COORDINATES BETTER. 
= TOUCH. Never cold in winter, Buy today, add next month, 
= _ or hot in summer; no static next year—anytime. 

= electric shock. 

int HADVUNNNQUUUNIOUADNAANINLUODONESNAUUUSOEAAUUOOLADLLAEEAU Ett 





Members of the Wood Office Furniture Institute: 


Atma Desk Co. ¢ Caruron-Surrey, Inc. e Hicu Pornt 
Benpinc & Cuarm Co. ¢ Hoosier Desk Co. ¢ IMPERIAL 
Desk Co. ¢ InpiaNA Cuatr Co. ¢ InpIANA Desk Co. ¢ JASPER 
Cuatr Co. ¢ Jasper Desk Co. ¢ Jasper Orrice FURNITURE 


Co, ¢ Jasper Seatinc Co. e Jounson Cuatrn Co. ¢ THe 
Leorotp Co. «© Myrtie Desk Co. e Tuomas Ft RNITURE 
Co, © Weis Furnirure Manvracturina Co, 





listen 


and you'll 
decide on 


SER ES 
pS REROE SAR ee 


WOO 
or 
everybody 


because your employees have the same senses you do 

You're not the only one who prefers wood office 
furniture. Your employees like to see wood’s beau- 
tiful ingrained individuality. They like to touch wood 
because it’s warm, “alive.” They like the quiet 
operation of wood. When you make it “wood for 
everybody” .. . everybody responds with more 
efficiency, fewer errors, increased output, decreased 
absenteeism. Office morale rises. You attract and 
keep better personnel. There are wood desks and 
chairs to fit your every office need, size, taste and 
budget. For a complete new office or a single desk 
and chair, see your Wood Office Furniture dealer. 
You'll find it’s good to do business with wood. 


WOOD OFFICE FURNITURE INSTITUTE 
730 Eleventh Street, N. W., Washington, D.C. 


a ae your COPS Dealer for coordinated, correct CERTIFIED OFFICE 
Oilice LANNING SERVICE. He is equipped to handie your entire office modern- 
ice ization. from start to finish, including layout and decoration—all at no 
Planning extra cost. You benefit from the knowledge of experts. Write for name 
HTS Hof nearest COPS dealer, and your free copy of our full-color booklet 
about wood’s advantages and COPS. 





(Circle 619 for more information) 












C.1.T. Financial Corporation to _ its 
7,600 employees. Many employee rela- 
tions departments distribute literature 
and handbooks intermittently and 
piecemeal. Because of this, employees 
misplace or throw away the individual 
booklets given to them. 

C.I.T.’s file kit enables employees 
to keep material of interest to them in 
one handy, easy reference package. 
They hold six separate booklets on 
company history, general personnel pol- 
icies, additional compensation, hospi- 
tal-surgical insurance, group life insur- 
ance, and company retirement plan. 

The new kit provides a convenient 
storage place for all pertinent em- 
ployee information; it consolidates this 
information, and is a practical means to 
introduce new employees to company 
policies and practices. 


iA 


’ 2 ART | though OB stator 


How to save time in making 
perspective drawings 


A practical method for rendering 
completely accurate perspective draw- 
ings in half the usual time was devel- 
oped by an equipment fixture design- 
er. It provides both an easy-to-read 
graph and a drawing guide. 

The graph uses approved perspec- 
tive computations, giving all basic 
measurements for length, depth, and 
height in any desired scale. The draw- 
ing guide is a clear plastic straightedge, 
: : mene DAA “AE 












marked to determine location of van- 
ishing points automatically, and used 
to draw receding lines direct to these 
vanishing points. 

Any view can be drawn quickly, eas- 
ily, and accurately on both tracing 
paper for blueprinting and opaque pa- 
per for inking, water color, etc. Two 
models are available for drawings up 
to 17” wide and up to 26” wide. 

For more information, circle num- 
ber 686 on the Reader Service Card. 
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THE MANAGEMENT METHODS 


work 
center 
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. men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 


may 1955 











me he 450 employees of 
Atlas Powder Company, Wilmington, 
Delaware, were able to continue their 
work Monday morning, uninterrupted 
by the fact that their offices had been 
moved over the weekend to a new 
building. More than 4,000 pieces of 
furniture, which included such diverse 
things as safes and hat racks, and more 
than 2,000 cartons of smaller equip- 
ment, were involved in the move. 
Because of the vastly increased space 
in the new quarters, more furniture 
and equipment were needed. In their 
old quarters, Atlas had a great variety 
of wood and steel desks in a multitude 
of styles and sizes. Hardly a single of- 
fice area had two desks alike. Bringing 
together the scattered small offices of 
one department would have com- 
pounded this situation of incongruous 
furnishings and equipment. 


OLD OFFICES were crowded, and departments 
were inefficiently and inconveniently scattered 
throughout three and a half floors of the building. 





How to move your offices 


over the weekend 





By pin-pointing "a place for everything’ you can move 


without interruption in the work schedule 


Atlas decided that in the new build- 
ing certain areas would be outfitted 
with wooden desks, while others equip- 
ped with steel equipment. The first 
step, therefore, was to make a complete 
inventory of all available furniture. 
This inventory was broken down to 
show exactly how many wooden desks 
of a given size and style and how many 
steel desks of a given size and style 
were available. These were then as- 
signed to the new offices so that there 
would be some similarity in appear- 
ance, without regard for where the desk 
had originally come from, Certain of- 
fices were furnished entirely with the 
new equipment. 

Through an exchange of some furni- 
ture and equipment between depart- 
ments, which were now being placed 
together at one space for the first time, 
they were able to effect matching desks 


NEW BUILDING is located four miles into the 
suburbs of Wilmington. Public buses were re- 
routed to pass building during the rush hours. 


and chairs, file drawers, and storage 
cabinets in each department. 

Using detailed floor plans drawn up 
for them by R. K. Gad, Jr., of the 
Planning Group of Shaw-Walker, Atlas 
was able to indicate where new furni- 
ture was to be placed. All the new 
furniture and equipment was delivered 
prior to the actual move of the offices. 

From these very detailed plans, the 
construction and _ utility companies 
were able to install every outlet and 
telephone prior to the move. Equip- 
ment then had only to be plugged in 
and telephones lifted from the floor 
and placed on the desks. 

Just prior to the actual move, every- 
thing was tagged and coded under a 
master plan, so that items that had to 
be picked up in various parts of the old 
building could easily be delivered to 


the proper place in the new quarters. 
(next page, please) 


NEW OFFICES are light and spacious, with de- 
partmental functions grouped to gain maximum 
convenience and maximum working efficiency. 
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Mills Movable Walls promote permanent efficiency 


pace Control of office layouts 
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Cincinnati Gas and Electric Co., Cincinnati, Ohio 


through 








The Cincinnati Gas and Electric Com- 
pany’s handsome new office building 
utilizes nearly three miles of Mills mov- 
able walls, wall linings, column enclosures 
and railings —a complete Mills interior. 


Write for the informative 68-page 
Mills Walls Catalog—it’s a practi- 
cal work-book on Space Control. 


i A oe 
Harry Hake & Harry Hake, Jr., Architects 








The Cincinnati Gas and Electric Company has provided 
for future as well as present efficiency in the use of space 
throughout its new building. Space Control has been ac- 
complished by forming the attractive interiors with Mills 
Movable Walls. Whenever changing space requirements 
make new layouts advisable, these walls can be rearranged 
—quickly, easily and at very low cost—without dust, 
debris, commotion or interruption of normal space usage. 
Mills Walls combine this efficient flexibility with dis- 
tinctive architectural design and structural stability. They 
are fully insulated and soundproofed, and require no 
maintenance whatever except occasional washing to keep 
them looking always their efficient best. 


THE MILLS COMPANY «¢ 961 Wayside Road, Cleveland 10, Ohio 
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Frank Messer & Sons, Inc., Builders 


oviable METAL WALLS 





The actual move involved 50 trained 
moving men who hauled 175 van loads. 


Other factors that helped the move 

Included in this very detailed prior 
planning was a carefully programmed 
employee relations and community re- 
lations selling job. Part of the sales job 
to employees was the disclosure that 
instead of the formerly cramped offices 
they had previously occupied, they 
would have light, roomy, open areas. 
An exceptionally well-equipped and 
well-appointed cafeteria and lounge, 
swimming pool and locker rooms, ten- 
nis court, soft-ball field, and sur- 
rounding grounds were part of the 
new employee benefits. Because the 
new location was four miles into the 
suburbs of Wilmington, Atlas’ man- 
agement arranged for regular public 
buses to re-route their runs past the 
building during rush hours. They also 
acted as a clearing house for car pools, 
and set up shuttle runs from office to 
railroad stations, 

Atlas compiled a list of stores within 
the vicinity, and printed a map locat- 
ing them. They made arrangements to 
deposit paychecks in any bank of the 
worker's choice. Local service stations 
were consulted and arrangements were 
made for picking up and servicing or 
washing employees’ cars during work- 
ing hours. Immediately after the move, 
guided tours were conducted through- 
out the building, first for employees, 
then for their families, and finally for 
visitors from the community. 

In addition to having the optimum 
in space utilization and efficiency in 
work organization and flow, high mor- 
ale and pride in their jobs are in 
evidence everywhere among the em- 
ployees. Atlas’ management credits 
their scientific pre-planning for the 
ease of the move and the general reac- 
tion to it from their employees and 
the public. m/m 


THe 
THE 2ND ANNUAL 


BEST PLACE TO WORK 
AWARDS 


FOR OUTSTANDING EXAMPLES 
OF OFFICE LAYOUT AND PLANNING 


See page 49 for complete details 
or circle number 650 on the Reader Service Card 


FOR ENTRY BLANK AND RULES 
PUR UERUUUCCEEEEEEED EERE ECEC TERETE EERE EEOCEE EERE 
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THE WOMAN 
Bernice Fitz-Gibbon 
THE COMPANY 
Bernice Fits-Gibbon, Inc. 
THE DESIGNER 


Eleanor LeMaire 


A FOREMOST WOMAN advertising ex- 
ecutive, Bernice Fitz-Gibbon is 
probably best known as the creator 
of the famed slogans, “It’s smart 
to be thrifty” for Macy’s, and “No- 
body but nobody .. .” for Gimbel’s. 

She recently opened her own of- 
fices, which consist principally of 
a large reception area, and Miss 
Fitz-Gibbon’s spacious office-confer- 
ence room, with other smaller of- 
fices adjoining. 

There is little in these offices to 
reflect the fact that they are oc- 
cupied by a woman, nor that they 




















where they work 


THE OFFICES OF SUCCESSFUL PEOPLE 





are designed by a woman, The in- 
creasingly popular L-shaped desk 
has a simple conference table im- 
mediately adjacent. Beyond this 
table (photo below) is a “conference 
corner’’—another typical attribute 
of the modern executive's office. 
Most of the furnishings are uphol- 
stered in leather in varying hues of 
pumpkin and blue. The tile floor 
is yellow, and is covered with blue 
carpeting. The high pile of the car- 
pet and the lavish use of color 
throughout richens the otherwise 
severe style of the furnishings. m/m 
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STATE FARM INSURANCE COMPANIES’ 
__Employees Appreciate Cotton Towels 








State Farm Insurance Companies use 
Fairfax Towels supplied by Bloomington 
Clean Towel Service, Bloomington, Ill. 





The State Farm Insurance Companies Group is a giant in its field. For 
example, it insures more automobiles than any other company in the 
world. And keeping the 1800 employees in its Bloomington home office 
happy is regarded as good public relations. In this respect, providing 
cotton towels in all washrooms and clinics is considered very important. 

The Group’s employees like the soft, at-home touch of cotton towels. 
They feel they absorb better and dry faster. And management likes the 
day-to-day economy of cotton towels, the clean, uncluttered washrooms, 
the freedom from storage and inventory headaches. 

Take this tip from wise management—give the towel job to cotton in 
your office building, plant or institution. Write for free booklet which 
explains how cotton towel service will help you. The address: Fairfax, 
Dept. G, 65 Worth St., New York 13, N. Y. 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery,automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or decreased 
on short notice. Just look up LINEN SUPPLY or 
TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 





Fairtax:- Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CO., SELI'ING AGENTS, 65 WORTH STREET, NEW YORK 13 
(Circle 617 for more information) 
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is here! / 














This sleek, modern, Peirce 
dictation machine has a real under- 
cover story—a list of FIRSTS 

to make an engineer’s eye gleam and 
a businessman’s heart warm up.. . 
because these FIRSTS mean unequalled 
dictation economy and ease... 
precision beyond belief . . . such benefits in 

operation that no office can afford to by-pass them .. . 
Flashback for “Instant Thought Review” .. . hear yourself think 
... you change your dictation the instant you change your mind. 


Peirce too was FIRST with true Magnetic Belt Dictation on the famous 
PEIRCE MAGIC MAGNEBELT with flash-back to previous dictation. 


FIRST with Correspondence Automation. 
FIRST with Shock-proof Construction. 
FIRST with Network Dictation systems. 


Why slow your 1955 jet thinking to 1910 horse and 
buggy methods? STOP SCRATCHING the surface, get 
a complete FREE demonstration of PEIRCE MAG- 
NETIC BELT DICTATION. 


- Dealers and Service in all Principal Cities in the United 
States, Canada and Europe. 


PEIRCE DICTATION SYSTEMS 


5900 Northwest Highway ° Chicago, Illinois 
} _ Export Division: Scheel International, Inc., Chicago Ill, U.S.A. 








(Circle 637 for more information) 
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How glass blocks 
pay dividends 


Lower maintenance and air conditioning costs 


EEE SSA | |). 
$5,000 worth of glass blocks paid for 
itself with one year’s savings effected 
by the change-over from old-type sash 
windows, The S. Twitchell Company of 
Camden, New Jersey, first considered 


installation = of 


using glass blocks when they discovered 
that the effect of an air conditioning 
unit would be almost nullified by loss 
of conditioned air because their old 
windows were not air-tight. Glass 
blocks saved $2,800 by reducing the 
size of the air conditioning unit neces- 
sary to do the proposed job from a 20- 
ton to a 15-ton unit. These savings im- 
mediately reduced the cost of the glass 
blocks 60°, to $2,200. 

Other major cost problems were also 
solved by glass blocks. For example, they 
were facing a major repair job, replac- 
ing warped metal sashes and renewing 
plaster around windows which had dis- 
integrated from moisture condensation. 
The estimate for repairs, which would 
be only temporary since they would 
not change the causing 
them, came to $2,000. This brought the 
cost of the glass blocks down to $200. 

The presence of small boys and 
stones and “tempting” window panes 


conditions 


Partially completed installation of glass blocks. pm 
W Modern appearance effected by installation. 


return investment in first year's operation 


caused as many as 100 broken windows 
a weekend. This was costing $1,000 per 
year, and was not covered by an insur- 
ance policy. Glass blocks not only are 
very difficult to break, but are covered 
by insurance. With this amount elimi- 
nated, they actually saved $800. 

Other 
blocks 


which 
include 


items 
solve 


expense glass 
window 
washing at $250 a year and cleaning 
and repairing venetian blinds. Figures 
showed they could now save over $1,000 
in the installation year alone. 


could 


valid but less 
reasons for making the 
change-over, Poor light in the research 
laboratory slowed chemists at work 
matching colors. Dust and grime from 


There other 


measurable 


were 


the railroad, sifting into an expensive, 
glass-enclosed micro-balance, made it 
necessary to actually curtail use of some 
costly equipment. 

The dirt is gone, outside noise is 
lessened, and there is better diffused 
light. During the first month that glass 
blocks were installed, steam 


pressure 
was cut from seven pounds down to 
two pounds, with a resultant saving in 
fuel. In addition, the building has 
taken on an improved appearance. m/m 





methods 





Layout kit 
facilitates 
office planning 





A new office layout kit should prove 
of great value to office designers. The 
kit consists of a planning board, mark- 
ing pencils, and representative symbols 
for every conceivable type of office fur- 
niture, office equipment, and any struc- 
tural columns. 

The planning board is translucent 
plastic marked in 14” grids. They are 





available with black grids or non- 
photographic blue. The symbols are 
self-adhering vinyl; pressed on, they 
will adhere firmly to any non-porous 
surface until removed. They can be 
used over and over again. Since the 
plastic itself contains the adhering 


quality, the possibility of sticky residue 
is eliminated. 

The symbols and figures can _ be 
moved, changed, and rearranged easily 
to get the optimum layout for space 
utilization and work flow. There are 
no erasures, drawings, or intermediary 
blueprints. Changes can be made at 
each level of approval without expen- 
sive re-drafting. 

For a free sample layout board and 
office symbols, circle number 680 on 
the Reader Service Card. 
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Air Conditioning by Airtemp means more efficiency in OFFICES 


Choose Super-Quiet 


Airtemp 
Air Conditioning 


... best for you and your employees ! 


Offices benefit by air conditioning in many important 
ways. Working in the comfort of cool, crisp air, your 
employees will be more efficient, with a resulting 
decrease in costly errors. Staff morale will be improved 
to the point that turnover will be reduced. Because 
dust and dirt are shut out, less cleaning and redeco- 
rating will be required to keep your office sparkling 
bright every working day. 











Airtemp air conditioning, both waterless (air-cooled) 
and water-cooled, is designed to operate quietly and 
efficiently for years. In fact, the refrigerating system of 
- ca 2 these air conditioners is warranted for 5 full years. 
This is only one of many reasons why we build more 
Packaged Air Conditioners than anyone else. We have 
a nation-wide factory-trained service organization ready 
to serve you if necessary. Phone your Airtemp dealer 
today—he’s in the Yellow Pages—you'll get a better 











price before hot weather arrives. Or write Airtemp 
Division, Chrysler Corporation, Dayton 1, Ohio. 





5 H.P. water-cooled model. Six water-cooled and 4 waterless 
(air-cooled) models in today's most complete line of Packaged 
Air Conditioners. 





DIVISION OF CHRYSLER 


AIR CONDITIONING © HEATING FOR HOMES, BUSINESS, INDUSTRY 


(Circle 562 for more information) 
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DDE FINDER! 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 





The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 





For full details about Space Finder File 

and our other new equipment for the of- 

fice, write for Catalog No. 6 as well as the 
/ name of your local representative. 


FO" ZA FES PROvUCTS 00.-57 Post St., San Francisco 4 


(Circle 641 for more information) 
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PUNCHED CARD USERS: 








VICTOR VISIBLE 


Keeps pace with your growing business 


Victor Sectional Visible — 

Your growing business won’t lose a 
minute when your visible record system 
needs added capacity. It’s simple and 
quick to add a single Victor Visible steel 
section to the ones you have. Your in- 
vestment is small and at the same time, 
your record capacity grows at the same 
rate as your business. 


ee 


Victor Steel Sections are available for 
5x3, 6x4, and 8x5 cards. Victor‘colored 
signals can give you instant information 
at a glance. Select Victor Steel Sectional 
from gray, green or from grained ma- 
hogany or walnut. 


Ask your dealer to show you this expanding Victor Visible Equipment. 


Ftand 


+~ € 
DEALER SALES DIVISION 
315 FOURTH AVENUE - NEW YORK 10, N.Y. 





(Circle 611 for more information) 








Automatic coffee 
maker ideal for 


small office 


A new, automatic, pushbutton coflee 
maker for offices and plants is designed 
to lower the cost of the coffee break. 
Using liquid coffee concentrate, the 
coffee maker is equipped with two 
spigots and two pushbuttons. One but 
ton dispenses coffee; the other push 
button dispenses hot water for making 
tea, hot chocolate, soups, etc. 

The machine’s modern, compact 
style makes it ideal for small offices. 
This same design gives it the added 
feature of portability. 

It has a capacity of 150 cups, and is 
easily refilled. It can serve up to 400 
cups of coffee per hour. Using the con- 





centrate eliminates the expense of 
wasted, stale, or left-over coffee. 

Less labor is required as there are no 
messy grounds, filter, bags, etc. to clean 
up. The small size—24” high, 1314” 
wide, 18” deep — permits profitable 
operation in a minimum of space. 

For more information, circle number 
694 on the Reader Service Card. 


Pre-wired 
electrical outlets 
prove versatile 


A combination of pre-wired plug re- 
ceptacles in a continuous wall-mounted 
molding has provided extensive and 
convenient electrical facilities to two 
Los Angeles firms. In the engineering 
department of the Smith Oil ‘Tool 
Company, and in the offices of the Gen- 
eral Tire Company, banks of duplex 
outlets have been installed. 

The fixtures consist of a two-part 





Adjustable glides per- 





mit greater working 

comfort—equalize any Ball-bearing suspen- 
unevenness = in floor sions on file drawer 
(between 29"" and give finger-touch con- 
30'/.""). trol. Conference and 


Executive Desks feature 
patented Pendaflex file. 





“‘Densiwood" posts at Graceful round-corner 
knee well space elimi- design gives greater 
nate possibility of mar- working space in less 
ring or scuffing. area. 


THE METROPOLITAN GROUP—in the matchless 
warmth and beauty of fine cabinet woods. 
Smartly styled for maximum efficiency. See your 
IMPERIAL Dealer or write now for details. 


IMPERIAL DESK COMPANY 


Evansville 7, Indiana 





(Circle 578 for more information) 
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Solve your 
MAIL 

HANDLING 

PROBLEMS 


Write for ® 


the new (CRIN 
MAIL ROOM and COLLATING 


CATALOG 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends congestion, 
handles larger quantities of mail in less time. 
Used in the majority of U. S. Post Offices, 
and in leading firms, universities and insti- 
tutions. It’s the answer to your need for fast, 
efficient mail handling! 
































sss 
Size and capacity ss) ast 
to meet your El) Coco | 


requirements 

















The American Hardware Corporation | 

Factory and Sales Offices, Hornell, New York 
Send illustrated literature and prices on 
Corbin Mail Room and Collating Equip- 
ment and related products. 


OI Neh OLA 
EEE OEE 
a eee ZONE.......... 


ve. 
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ABOVE: A row of pre-wired receptacles mounted 
on a drafting room wall. BELOW: Receptacles 
in use by a variety of electrical office machines. 





metal tubing and wired receptacles. 
The back part of the tubing is fastened 
to a wall or table edging by means of 
simple screws. The wired receptacles 


are inserted into cut-outs on the front 
facing of the tubing which then clips 
onto the mounted rear portion. 

It is designed to fit right into exist- 
ing electrical circuits and can accom- 
modate practically any type of wiring 
plan. Three stock utility wiring plans 
are available which can fit either two 
or three pronged plug receptacles and 
will work on switches or “hot” wires. 

The fixtures are attractive in appear- 
can bend 


ance, around 


through 


corners, pass 


door spaces, and are com- 
pletely safe. Available in factory wired 
lengths, the moldings can be set flush, 
semi-flush, or directly on wall surfaces, 

It can be used in the factory to pro- 
vide outlets for production benches 
which require electrical instruments, 
and in offices where electrically oper- 
ated machines are moved 
banks of machines are set side by side. 

For more information, circle number 
699 on the Reader Service Card. 
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New lighting 
system improves 
sXc-¥- bank appearance 





Modern lighting, with a suspended 
ceiling, was a major feature in the re- 
modeling of the Sanford Atlantic Na- 


tional Bank in Florida. A modern at- 
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“Your B.C. Allen dealer’ 





' ,' 
' gives you more when you trade for } 
| : 
.. famous \ /: : } 
% isomer. 7 
ie TYPEWRITERS _.-- 


© biggest 
trade-in 


offer 


anywhere! 4 


Ke 


Manufacturers of 
America’s Finest 


Business Machines 
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Yes, an R. C. Allen dealer will give you the 
biggest allowance possible for your old type- 


writer. You pay less, because of quantity 
discounts, when you make a trade-in deal 
with the R. C. Allen dealer in your town. 
And when you get new R.C. Allen VisOmatic 
typewriters, you are getting the most mod- 
ern, most advanced typewriters you can buy. 
No other standard machine, even at higher 
prices, gives you all the deluxe features 
found in R. C. Allen VisOmatics. You get 
visible and automatic margin setting, auto- 
matic set and clear tabulation, finger-formed 
speed-spaced keyboard, balanced line spacing, 
and heavy duty, long-life construction for 
value that lasts and lasts. 


ASK your local R. C. Allen dealer to tell you 
how much more you can get for your old 
typewriters, with quantity discounts, when 
you trade them in on new R. C. Allen 
VisOmatics. Or write Dept. 684 for FREE 
illustrated brochure and the name of your 
nearest dealer. 


R.C.Allen Business Machines, Inc. 


Grand Rapids, Michigan 


BOOKKEEPING MACHINES ¢ CASH REGISTERS 


VISOMATIC TYPEWRITERS * ADDING MACHINES 
(Circle 552 for more information) 
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These may be 
your most expensive tools 


Addressograph methods mechanize repetitive writing 
wherever it occurs...in the office ...in the factory 


i ...in the warehouse ...in the store. 


HEREVER pencils, pens, typewriters or account- 
W.. machines are used — wherever words or 
figures must be written more than once—there is 
your opportunity to reduce costs with Addresso- 
graph methods. 


There are small Addressograph machines for depart- 
mental use. (Companies can profit by putting a ma- 
chine on every desk where repetitive writing is done 
—at headquarters and in the field.) And for the spots 
where the use justifies it, there are models that write 


... instead of a stroke at a time 
... instead of a character at a time 





up to 5000 words or 30,000 figures a minute! There 
are models that select and classify the information 
to be written. Models that automatically perform ac- 
counting functions. Why not check your operations 
and see how much of the writing being done in your 
business is repetitive. Addressograph equipment 
can handle every such job — with 100% accuracy. 


Call the nearest Addressograph office for free sug- 
gestions. Addressograph-Multigraph Corporation, 
Cleveland 17, Ohio — Simplified Business Methods. 


© 1955 A-M Corporation 


with Addressograph methods write 360 letters and 


figures in one operation with 100% accuracy. 


*Trade-Marks 


Addressagraph-Multigraph 


lle) =i Slonslol ml y-\ol-i |) |-1—m eo) - ma —16)—11)\| -3_1_ a _ 1 ote) _1a)_—m 





SERVING SMALL BUSINESS-—BIG BUSINESS—EVERY BUSINESS 


(Circle 633 for more information) 
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mosphere was achieved through ‘area 
illumination” by using plastic panels 
over fluorescent fixtures. 





ABOVE: Inadequate lighting system before mod- 
ernization. BELOW: New “area illumination" in 
hung ceiling provides a maximum amount of light. 


7} 





The space above the panels is painted 
flat white, with a reflectance of about 
80%. By interflection, as well as direct 
radiation, a maximum amount of light 
emitted by the lamps is directed and 
reflected through the louver openings 
to the area below. 


Light utilization is high because of 
the light finish and colors used through- 
out the bank interior: white acoustic 
tile ceiling, light green walls, white 
marble floors and counters, and a stain- 
less steel vault. 

The suspended ceiling conceals the 
old ceiling beams and provides room 
for the air conditioning ducts. 

For more information, circle number 
695 on the Reader Service Card. 


























SNORE EE EES USE 
2 ene eee ee THE 
SeeeeeeT READER 
Siete 2 en SERVICE 
mi CARD 
rae FOR 
conten MORE 
alten INFOR- 
Py ome ieee MATION 











methods 


" 


Edit 
regé 
sinc 
tern 


shal 


Q. 
cos! 
stat 


the 


pro 
of | 


anc 


wo! 
me< 
dec 


Q. 
ent 
mai 


size 
fou 
an 
He 
tisil 
you 


Q. 


yea 


pla 
the 
par 
wel 
wel 


ent 


gra 
yea 
pay 
syn 
hea 
nol 


mo 


wil 


by 


ma 








Q and A 


about the 1955 


“Best place to work” 
Awards 


Editor's note: The number of letters received, in 
regard to the 1955 Awards has been substantial 
since last month's announcement. Since the pat- 
tern of questions has been fairly consistent, we 
shall repeat them below, with the answers. 


Q. Should our written explanation go into 
costs, efficiency figures, and other pertinent 
statistics? 

A. Whenever these figures are available 
they should be included. The Entry Blank 
provides a check list, for your convenience, 
of factors you should try to cover. 


Q. Do you want to emphasize the appear- 
ance or the efficiency of the offices entered? 


A. When it comes to a “best place to 
work,” each is important. This does not 
mean that an office must be expensively 
decorated or “high style” in order to win. 


Q. We won an Award last year. Can we 
enter a different category, using different 
material, in 1955? 


A. Yes. (This particular writer empha- 
sized in his letter that his company had 
found the Award to be very valuable as 
an employee relations publicity device. 
He states: “All of our Help Wanted adver- 
tising now states that we are a winner of 
your Best Place to Work Award.’’) 


Q. Did any small firms win Awards last 
year? 


A. Seven cash awards and_ twenty-four 
plaques were distributed in 1954. Two of 
the seven cash awards went to small com- 
panies. Of the twenty-four plaques, twelve 
went to designers or architects and three 
went to small companies. 


Q. Will the material we send with our 
entries be returned? 


A. We reserve the right to hold photo- 
graphs temporarily. For example, last 
year several major magazines and news- 
papers, including an _ Associated Press 
syndicated columnist, gave the winners 
heavy coverage. In addition, many of the 
non-winners had their entries published in 
MANAGEMENT METHODS Magazine _ in 
months following the contest. Material 
will be returned whenever it is requested 
by the entrant. 


may 1955 


duo ANNUAL 


“Best place to work’ a 


FOR OUTSTANDING EXAMPLES OF 
OFFICE LAYOUT AND PLANNING 


ME two MAJOR AWARDS—$250 EACH 
Best integrated general offices—small firm—occupied by a firm with fewer than 100 office employees. 





FIRST AWARD/ 
BEST INTEGRATED GEWERAL OFFICES 


SCHUCEL AND ComPanY 
oo OLS GMERS FORSTER BEREAEO: ABD CoreONS 


MST PLAct To Wome apaegs” 
2 emt eK we OO kama 


Best integrated general offices—large firm—occupied by a firm with more than 100 office employees. 





WE 7 SPECIAL AWARDS 


Best general offices in a suburban location—offices for a firm of any size. 





Best executive office or suite—for one man or for a group of executives whose offices are adjacent 





to one another. Any size firm. 


Best clerical work center—a single department or the entire clerical operation in a firm of any size. 





Best employee lunch/lounge area—in a firm of any size. Entry may be of separate lunchroom, 





lounge, cafeteria, coffee bar, or a combination of any of these areas. 


Best board or conference room—in a firm of any size. Area may be for large groups or small con- 
ferences, or a combination of the two. 





Best reception room—in a firm of any size. Area may be for multiple use or reception only. 





Best “special situation” solution—in a firm of any size, which shows a practical solution to an un- 





usual problem in design or layout. 


What makes your firm a 
“Best place to work”? 


These awards aren’t concerned with 
merely “beautiful” offices. But they are 
designed to demonstrate how well-planned, 
properly integrated offices improve em- 
ployee productivity and morale. 

If your company has done an outstand- 
ing job in any of the categories listed 
above, here’s a chance to win recognition 
and—at the same time—gain favorable 
employee, public and stockholder pub- 
licity. Winning entries will be published 
in MANAGEMENT METHODS or THE 
INTEGRATED OFFICE. 


It’s easy to enter 


Elaborate entries or costly photographs 
are not necessary. Just have the pertinent 
person in your firm—or your architect or 
designer—fill in the official entry blank 


and clip to it a few photographs, snap- 
shots or sketches. That’s all! Contest 
closes June 21. All entries must be on the 
official MANAGEMENT METHODS entry 
blank. You can get an entry blank by cir- 
cling number 650 on the Reader Service 
Card bound in this issue. 


Who can enter 


Entries may be submitted by a com- 
pany, an architect, or an office designer. 
The major cash awards and wall plaques 
will go to the winning architects or de- 
signers. Plaques will also be presented 
to the award-winning companies. For the 
Special Awards, plaques will be sent 
to both the company and the architect or 
designer. More than one entry can be 
submitted. In addition, all entries will 
be automatically reviewed by the judges 
for possible consideration in categories 
other than the one specifically selected by 
the entrant. 


(Circle 650 for more information) 





FOR ENTRY BLANK 


and rules please circle No. 650 
on postage-paid Reader Service 
Card bound in this issue. 


CONTEST EDITOR 


Management Magazines, Inc. 
141 East 44th Street, 
New York 17, New York 


ENTRIES CLOSE JUNE 21, 1955 
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efficiency goes up... 
costs come down! 








a simple low cost plan 


for businesses of every size and ty pe 


POSTING IS DONE ONLY 
ONCE EACH MONTH. 


EASY TO POST—AND 
EASY TO PROVE. 


simplicity... 
speed... 
economy... 


they go 
hand in hand! 


EVERY CHARGE VERIFIED 
BY WRITTEN RECORD. 


COMPLETE ACCOUNT 
RECORDS IN ONE PLACE. 


CAN PROVIDE DUPLICATE 
COPIES FOR SECURITY. 


oe 
BETTER BUSINESS RELATIONS 


the plan makes it practical... 
LeFrebere equipment makes it profitable! 


WRITE FOR 
Le Febute 
ele] ite) 7 Vile), 
° Please send complete 


COMPLETE... 
@ information on SHORT CUT BOOKKEEPING 


° a 








CEDAR RAPIDS, IOWA 


& FIRM NAME 


@ avpress____ 
... CATALOG OF PLAN ® 
& 


, aaa STATE 
Dept. M-1 


(Circle 580 for more information) 
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ably one of the oldest and best tools for fostering good 


Annual company picnics are prob 


management-employee relations. With summer just 
around the corner, the date for the annual picnic is 
approaching. A survey by the Associated Industries 
of Cleveland reveals some of the salient features ol 
successful outings in twenty-six companics. 

Outings are held at rented amusement parks, groves, 
beaches, etc. Food and refreshments are usually pro- 
vided with a variety of dancing and games. ‘The varia- 
tions are infinite, but the general feeling about the 
usefulness of picnics is almost universally favorable. 


Here are some typical examples of company practices: 


Company A: ‘The picnic is held on a Saturday in 
July, in a private grove. There are games for children 
and adults, and prizes for the winning baseball team. 
Other features are a horseshoe pitching contest and 
dancing to a polka band. A grand drawing for five 
prizes is held. Food furnished by company is catered, 
and includes fried chicken, potato salad, etc. Company 
also furnishes beer and soft drinks. Average cost is 
$9.33 per employee, shared equally by union and com- 
pany. Planned by a union-appointed committee, this 
picnic is highly regarded for its social values. 


Company B: Held on a Saturday in July at an 
amusement park, the program puts special emphasis 
on children’s activities. “There are unlimited rides for 
a period of four hours, races, and games for children 
and adults, a soft ball game, and a grand drawing that 
evening for ten prizes. Employees may purchase tickets 
at half price for dancing in the evening. Employees 
bring their own food, but company supplies refresh- 
ments. Average cost per employee is $1.40. Personnel 
director, assisted by a committee of ten employees plans 
picnic. Company feels that picnic brings about a 
greater spirit of cooperation between office and factory 
employees, and provides supervisors with an opportunity 
to meet employees’ families. 


Company C: Held on a Saturday in August, at a 
large amusement park. Each employee is given strips 
of tickets for rides. In addition to races for children 
and adults, there is a grand drawing, with a total of 
51 prizes ranging from a table lamp to a home appliance. 
Cost of prizes averages $18 wholesale. Special events 
include guessing games and a raffle. Employees provide 
their own food and refreshments. Cost is $2.19 per 
employee. Planning is in the hands of the manager of 
employee relations, assisted by 13 committees. This 
picnic has been an annual event for 15 years and is 
regarded as good employee and public relations. m/m 


\ Ac NUMBERED — 
® 


"THE BEST BUY /N 


PROPERTY CONTROL TAGS” ° 
say PURCHASING AGENTS 


“Now, because we know what we have aa Attractive - 
and where = it, we're — OUT-FRONT 

efficient use of our equipment. The 

positive check against loss, theft and Property Tags 

unauthorized transfer eliminates un- 

necessary purchases ... helps determine that 
obsolescence of equipment.” 


















(No Screws, Tacks or Tools) 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS” are much more durable 
than foil or paper labels . .. more impressive and 
easier to use than conventional ‘‘tags."" Simply 
brush solvent on the adhesive backing and press 
into place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


complies ond @RER hook ME. if A l LOY inc. 
MASON CITY, IOWA, U.S.A. 


let, “HOW TO PER- 
FECT PROPERTY CON- 
(Circle 584 for more information) 
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Safe . . . Efficient . . . Economical 


MIM-E-O 


STENCIL & OFFSET 
NEGATIVE & MASTER 


FILES 


The MIM-E-O patented Spring Clip method 
of vertical filing provides complete protec- 
tion for Stencils (in File Wrappers), Offset 
Negatives, and Paper Composition, Aluminum 
and Zinc Masters—especially the serrated 
edge of Multilith Masters. Special heavy- 
tension Spring Clips available for filing Zinc 
Masters. 

The complete MIM-E-O line includes models 
to file Multilith £1250, #75, #80, #81, and 
#2066 Negatives and Masters; also Davidson 
#241, #251 and #233. Filing capacity from 
50 to 1000 units. 






All Models of Heavy- 
Gauge Steel Construc- 
tion, Gray Hammerloid 
Baked Enamel Finish. 





Piaiy oes MIM-E-O has 250 Distributors from coast to 


= coast to help you with your Stencil or 
Se ee ed Offset filing prob- 
: ae | lems. 












SHOP ORDER FORM 
INVENTORY SWEET 





EASY TO FILE 
Just slip top edge up 
and under patented 
MIM-E-O Spring Clips. 


SAVE SPACE 
Each hanger holds two 
Stencils, Negatives or 





EASY TO FIND 


Masters. ot. —— ees 
Write Today for FREE gy 
Illustrated Brochure! per — o 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. * Chicago 22, Iii. 

















(Circle 586 for more information) 
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Completely new! Completely different! Designed for the man who needs 
a smart, all purpose, functional brief case—instantly adaptable. Made of 
finest vinyl plastic, also available in smooth, top grain cowhide leather 
in ginger and suntan colors. 


PERFECT BRIEF CASE: 19” long x 12%,” high a al 
FOR: wide. Slide-in handles for underarm carry- 
insurance ing. Opens fully. Zipper on three sides. 
Agents Hand-turned edges for greater wearability. 
Financial Ty 8 POCKET ACCORDION FILE: Attaches 
Agents in and out of case in a jiffy by means of 
Bank turncatch knobs, Can be used as separate 
Officials unit on desk or interoffice. Special lock-in 
Lawyers handle for convenient carrying. 
Account SNAP-OUT RING BINDER: Oversize 2“ 


Exeutives snap-out ring binder snaps in and out of 

Salesmen, case in a jiffy. Ideal for large folders, post- 
etc. ers, presentation sheets, etc, 

{fF YOUR DEALER CANNOT SUPPLY YOU WRITE DIRECT FOR PARTICULARS ON QUANTITY PRICES. 

A complete line of zipper portfolios, multi-pocket cases, ring binders, 

brief bags. Custom made on quantity orders. 












Ane, 


1S A REQUISITE 


i. er Pe. Soe De oy OE 
STANLEY Deluxe . .. + + + « $69.50* 
With Tray 2 @ @ @© tS 4&6 2 6 4 $78.90* 





YOU WILL FIND 


Cte Es 
SMOKERS 


These beautiful all-metal, chrome- 
trimmed stands are available, with or 
without trays, in several smart modern 
styles and colors. They won’t wobble or tip 
over. Write for name of nearest supplier 
and new illustrated brochure 5-MM. 

*f. o. b. factory 


ARNOLT ——— 


Warsaw, Indiana, U.S.A. 


LOEWY 
De Luxe . $85.50* 


With Tray .. $94.90* 





“a i 
(Circle 557 for more information) 
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All-electric plant uses HEAT PUMP 
for year-round AIR CONDITIONING 


ee Packaged air-source heat pumps 
now provide all-year-round cooling and heating for 
one of the few factories to operate exclusively on 
electricity. The new plant of the Virginia Shoe 
Company in Fredericksburg, Virginia, has an area 
of 25,000 sq. ft., provides space for 300 employees. 

Seventeen pumps air condition in the summer- 
time and then heat the same area in the winter. 
They are controlled by automatic thermostats which 
change the nature of the service when a critical 
temperature is reached. 

In winter, air-source heat pumps extract heat 
from this outdoor air, pumping it into the building 
being heated. In summer they reverse themselves 
automatically, extracting heat from indoor air and 
pumping it outside. No water is used. 

Each unit occupies only 30 by 70 inches of floor 
space and stands seven feet high. Because they are 
placed against the perimeter of this one-story build- 
ing, the units require no duct or partition space. 
They are attached to their outside source of air 
through canvas ducts and louvers built right into 
the cinderblock walls. 

Individual zone control is another feature of the 
pumps. Various industrial processes cause different 
heating and cooling requirements in different areas. 
The adjustment of thermostats in the affected areas 
supplies even temperature and humidity everywhere. 

The local utility estimated the annual cost for 
heating and cooling the Virginia Shoe Company to 
be about $2500, a 30% advantage over a conven- 
tional fuel-fired system. This advantage is due in 
part to the all-electric mature of the factory. The 
boost given its power load by the use of heat 
pumps assures the most favorable power rates. 

For more information on the conditioning units, 
circle number 682 on the Reader Service Card. 


HEATED AIR 

COOL aiW TO #800m5 
FROM ROOM ‘ke 
“ t+ 44 


LEFT: Diagram shows 
how heating opera- 
tion works. BELOW 
LEFT: Photo of self- 
contained unit in- 
stalled in plant. BE- 
LOW RIGHT: De- 
tails of the cooling 
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DOES YOUR OFFICE PERSONNEL 

KNOW -> HOW 
WHY 
WHEN 
WHERE 

TO FILE? 


This INSTRUCTIONAL 
MANUAL is designed 
to present the funda- 
mentals of filing for 
class or self-instruction. 












Special accent has been put on application 
to typical everyday office filing problems. Rules 
are reduced to utmost simplicity. write DEPT. R 


Ask About Smead’s Instructional Unit 


This is a full size file drawer contain- 
ing a 25 division Tell-I-Vision Filing 
System— 100 File Folders—approx- 
imately 150 pieces ofactual corre- 
spondence. 

Used in conjunction with the Manual 
referred to above new employees can 
4 teach themselves the basic fundamen- 
tals of filing in your office. 


SMEAD MANUFACTURING CO. INC. 
HASTINGS, MINNESOTA 


(Circle 624 for more information) 
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the integrated office a handbook 
for management 
on office remodeling, 


relocating, building 





If you have been thinking about remodel- 
ing, moving, enlarging your offices, here’s 
a practical down-to-earth guide that will save 
you hours of trial and error planning. This 
year’s issue is full of solutions to manage- 
ment’s most pressing problems: ’ 


How to select new quarters 

How much does it cost to move 

How to modernize on a long-term plan 
How much does it cost to redecorate 
How to handle sale and lease-back 
How to expand an existing building 


Each of these questions—and this is only a 
partial table of contents—is written by a 
recognized expert in terms of his experience 
with well-known firms. Dozens of photo- 
graphs and plans guide your selection to the 
proper solution to your needs. To order, use 
the postage-paid order card bound in this 
issue. We'll bill you later. only $2.00 
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with accurate job time records 


- 


pn < 
a 


CALCULAGRAPH 


‘J FIGURES 
ELAPSED TIME 
ACCURATELY 





PRINTS DATE 

STARTING TIME 
FINISHING TIME 
TOTAL ELAPSED 








Keep production costs in 
line with automatically 
computed, precision 
Calculagraph job time 
records. Just stamp card 

at beginning and ending 
of the operation. Calcula- 
graph prints date, starting and 
finishing time plus precision calculated elapsed 
time. One Calculagraph can record and compute 
job time data for one entire shop or department by 
handling any number of cards in any sequence. 
Accurate, printed Calculagraph records can be filed 
for future use in estimating on new orders and 
checking production efficiency. Calculagraphs are 
low in cost, practically maintenance-free and built 
for a lifetime of dependable service. 


Agents in Principal Cities; Ask for a Demonstration— 
Call or Write Dept. 310 


CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 


Send complete data on Calculagraph to: 
TITLE__—_- 
eT ee 


ee —S 


Pak, Deeg Si oe 
STREET___—_—_—__—_ 


civ_—_—_—__—_———_ 


(Circle 559 for more information) 
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The problem of 
collecting employee 


donations 





ms A recurring management “head- 
ache” is the problem of how to handle employee 
requests to collect funds for a fellow worker in 
need, or for a club that is promoting a worthy 
cause. The real problem arises once permission 
is granted. An employer is very likely to discover 
that everytime a wedding, birth, etc. occurs, the 
donation seekers will be out putting the official 
“bite” on the other workers. 

It is certainly the employer’s job to protect his 
personnel, but by the same token he can injure 
good human relations by refusing an employee 
request when it is for a good cause. For example, 
the employees might wish to give some assistance 
to the widow of a popular man in the plant who 
suddenly died. If permission is granted, then 
another employee wants to collect for something 
or someone else, which may not be necessary. 

The problem is not the small “unofficial” type 
of contribution, whereby one department wishes 
to buy a gift of some kind, but the formal, com- 
pany-sanctioned type of solicitation. Manage- 
ment must determine what a worthy cause is and 
how to handle employees’ requests. 

The Associated Industries of Cleveland con- 
ducted a spot-check survey of 12 companies, and 
discovered that the majority of the companies 
permit solicitations only after the personnel de- 
partment makes a very thorough check. One 
such company grants permission if no produc- 
tion time is lost, and if an incentive worker 
whose production is up wants to take the time 
to solicit. Some of the companies use a welfare 
fund and allow no solicitation of any kind. 
Requests must be made to the fund for assistance. 

The important thing for management is to 
keep control of donation seekers, so that it does 
not disrupt production nor become a burden to 
individual workers. m/m 











- “don’t thank me, 
; thank 


Your typists can turn out a perfect typing job every 
time with Del-e-tape ribbons in their machines. 
Because when a change is necessary they can 

use Del-e-tape deleter to take out a word, 

an entire sentence—as much as you like! 

Retyping is eliminated. 


Del-e-tape deleter works like magic. Just a 

touch of the liquid and mistakes disappear. 

No smudging, no rubbing, no “‘fuzzing.’’ Type over 
on the same spot and it looks as good as new. 
Work is finished faster and neater. 


Del-e-tape types clean and sharp—never fades. 
Available for all standard and electric 
typewriters. 30-day money-back 

guarantee. 


You have to 
try it to believe 
it! If your ‘ 
dealer cannot 
supply you, 

use coupon 

order form. 


-—————— = —- MAIL THIS COUPON FOR TRIAL ORDER 
AETNA PRODUCTS COMPANY, INC. PRICE LIST I 
P.0. Box 438, Hicksville, N. Y stented teen * 
Please enter our trial order for DEL-E-TAPE 2 Sees ate 2 1.50 ! 
RIBBON and DELETER. 1 Dozen ..... 1350 ! 
Quantity Make of Typewriter Color IBM Electromatic 
was . vers Oe aa ee Machines 1 
RE oRGicey. Ses eet. Ben De oie er ee Each ........$ 1.75 1 
ae be C3 DEL-E-TAPE Deleters. 1 Dozen ..... | 
Del-e-tape DELETER i 
NT 4 05 bale ata hin wid cdo wa Wee PO ne ale wae eae $.50 Each $5.00 doz. i 
NU os cs She Dal gale os charac ana lit shaman ...E2 | 
I io iileno a atsis ibe Canaan a sees cee , 
ib ads aia has en es ansehen ties dete eke owen ee os 
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An airtight" system 


for control over 


as 


incoming cash 


ee 


by Joseph P. Condry, Commissioner 


Department of Motor Vehicles, West Virginia 


mum Most companies agree 
that losses in handling incoming cash 
cannot be completely eliminated. The 
target seems to be to hold these losses 
to a minimum, 

We agrec—but we also feel, and have 
proved, that it is possible to achieve an 
absolute control over remittances. We 
accomplished this remittance control 
through the installation of new ma- 
chines to record all vehicle and oper- 
ator license fees collected. While our 


ee 





Teller "certifies" media on the remittance control machine as the money 


collected 


application is peculiar to our business, 
the same method can be used by any 
type of firm. 

Instituting machine control has paid 
its way in increased revenue. For ex- 
ample, in the last six months of 1954, 
we collected $6,454.16 in cash overages 
from our Automobile Bureau opera- 
tion—exactly $6,454.16 more than had 
ever been collected in overages before. 
In Class A registrations, which repre- 
sent 60% of total collections, and for 


As various applications are validated or "certified" by the machine, the entire recording of the trans- 
action appears on a tape locked in machine. Amounts received simultaneously add to locked totals. 
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is automatically added to the locked-in control total. 


which standard fees are charged, there 
was an increase of 6,751 in number of 
registrations for 1954-1955—less than a 
1% increase of 1953-1954. But in 
revenue collected, there was an in- 
crease of $309,175.93, or 2.9%. 

These figures, and others, have great 
significance to us. Had Class A revenue 
increased only in proportion to the in- 
crease in registrations (which, of 
course, could be expected under “‘nor- 
mal” conditions), we would have col- 
lected about $200,000.00 less than we 
did under the new system. 

We previously had what would be 
considered an unusually effective sys- 
tem of controls, but no method that de- 
pends upon original pen-and-ink entry 
can ever approach perfection, except at 
a cost that is far out of practical reach. 


Control at the source of entry 


All our collections are centralized at 
Charleston, where nineteen remittance 
control machines are used to handle all 
vehicle and operator license fees. The 
machines have different “keyboards” 
only, depending on the types of transac- 
tion handled at a particular window. 
All of them have the ability to record 
weight and license number, validate an 
application, add the amount received 
into one of several locked control to- 
tals, and print the entire transaction di- 













no more clumsy 
= rubber fingers 


apply between 
fingers and thumb.,. or 
pes 


2 messy sponges 
rub in to create 


tacky film.. Fasy to apply, SoRT- 
¥ KWIK Creates a grease- 


sort, collate, . 
count, file less, stainless, tacky 
film permitting han- 


‘ “Day 
ae dling more papers 


much faster. 
Now widely used in a variety of businesses 
throughout the country, SORTKWIK is set- 
ting a new standard for efficient and speedy 
paper handling. 
Only 50c each or $6.00 a dozen. Order a 
supply from your stationer TODAY! Or 


send for one full size trial container on 
your business letterhead. 






LEE PRODUCTS CO. 


2738 Lyndale Ave. $ Minneapolis, Minn 


(Circle 622 for more information) 
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Atlantic City's 
Newest Convention 
Hotel 


The Jefferson with its new facilities for 
handling all convention groups is fast be- 
coming Atlantic City's most popular con- 
vention hotel. 

The Jefferson features an abundance of 
Meeting, Banquet and Exhibition Rooms fully 
equipped to handle your every need. Experi- 
enced personnel. Location ideal in heart of 
Atlantic City. 


WRITE © PHONE ¢ WIRE TODAY 
FOR DESCRIPTIVE LITERATURE 


Convention Manager 
Hotel Jefferson 
Atlantic City, N. J. 
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for records 


TOO ACTIVE 


for file drawers— 





Apply production line techniques 
to record keeping with ROL-DEX 
working-level files . . . organized work 

centers that speed record handling and 
reduce costs 25% to 55%! 








Records ROLL — to the seated operators: 
—reducing fatigue and error 
— increasing speed and efficiency 
—improving working conditions 
AND—you use your present records— 


No new forms to buy — nothing 
to retype 

ROL-DEX is built to fit your needs— 
No matter what size or kind 
of records you use... 
No matter how small or large 
your needs. 


See ROL-DEX at the IASA Conference 
May 23-25 ¢ Palmer House ¢ Chicago 


Rol-Dex Division, Dept. M-!8 
Jamestown, New York 


Please send me information about ROL-DEX record units. 


Compeny 


ee a ssss tasdcoGaapedcesasandaeh 


Street . 


WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 
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(Circle 614 for more information) 





WATSON MANUFACTURING CO., 








rectly onto a locked-in audit tape. 

Every remittance is controlled by 
two simple machine operations: 1. 
Weight and license number are en- 
tered by setting up these figures on the 
machine’s keyboard and touching the 
“Weight-License Number” key. If the 
license is being paid for by check, the 
weight and license number are, at the 
same time, printed on the back of the 
check, simply by inserting it in the ma- 
chine’s “printer.” 2. The amount paid 
is entered on the keyboard and added 
into the proper control total by touch- 
ing the appropriate designating key 
(Bus, Taxi, Truck, etc.); at the same 
time, this information is “validated” 
on the application. The machine- 
printed validation shows date, type of 
transaction, machine number, automat- 
ic consecutive number, amount paid. 

Since all of this information also 
prints on a locked-in audit tape, and 
all amounts collected add into various 
control totals, we have control at the 
source of original entry, which is all- 
important in controlling remittances. 
No application can be filed unless it is 
machine-validated. The only way a 
teller can validate an application is to 
enter the amount received through the 
machine — which instantly adds that 
amount into one of the locked totals. 

The machine also has a built-in add- 
ing machine and issuing tape, which is 
independent of regular machine func- 
tions. This is a convenient feature that 
eliminates the need for a separate add- 
ing machine in each teller’s cage. 


Audit procedure 


At the end of the day, the teller 


counts cash and makes out a Work 
Sheet in triplicate. He does not know 
whether or not his cash proves at this 
time. The cashier takes the money and 
checks from the teller. He also takes 
one copy of the Work Sheet and im- 
mediately numbers it and enters it in a 
permanent record. An auditor clears 
the teller’s machine, using an auditor's 
key. He takes the original Work Sheet 
from the teller. 

At this point, the machine could not 
be cleared by any unauthorized person, 
even if they had a key, because each 
time the machine is unlocked a con- 
secutive number in a window right 
next to the lock advances “one.” This 








FREE to YOU 


concise, down-to-earth 
asin of Electronics in 
Business as it relates to rec- 
ords and their management 


Read in simple, easy-to-understand terms, 
this brief folder titled "Filing and IDP 
Electronics Outlook''. It will give you a 
better idea of the revolution that is hap- 
pening in the business world. 


It will show that many of the fears and 
bugaboos regarding unemployment are 
groundless. It explains costs, types and 
the functions of electronic equipment in 
relation to you as a potential user. 


Just write for Record Controls March-April 
issue of Record Trends. It's current, informative 


ond FREE, 


RECORD CONTROLS, INC. 


A nationally-known skilled method 
for developing efficient records sys- 
tems, featuring “on the job” train- 
ing. We do not sell supplies or 
equipment. 


209 S. La Salle St. Chicago 4, Ill. 


516 Fifth Ave. New York City 36, N. Y. 
——- 626 for more information) 





* The Riddle of 
15% 
Riddled Surfaces 


When does 15% 
> +7 e “equal” 100%? 

A In acoustical walls: Ama- 
oe e zing fact! Walls with 15% 


eee exposed acoustical surface 

AP absorb sound equally as well 

ee as if with 100% exposed 

2 oe acoustical surface. That’s why 
- | SOUNDEX PARTITIONS * 

e soak up office noise like 


blotters soak up ink. 


*(surface area, 15% _ perfora- 
* tions exposing acoustical spun 
‘ glass core.) 





WRITE FOR 
FREE CATALOG TODAY. 


> 2 /. vA 
SRL WM Ie 
142 FEDERAL SQUARE BLOG. 
GRAND RAPIDS, MICHIGAN 


(Circle 629 for more information) 
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DEPARTMENT OF MOTOR VEHICLES OF WEST VIRGINIA 








Mach. No. / __ Trans_42- Detector Count__7/ 
DATE RECEIVED__<?- 2 - $9 _ receipt NUMBER. 


RECEIVED trom “Lied L2 boer oe 


IN PAYMENT OF THE ABOVE NUMBERED REMITTANCE 





CURRENCY AND COIN £40. 0° 





CHECKS AND awn! S44. SF 





POSTAL MONEY ORDERS. 
TOTAL ays a 


neceipten By. 202A Lobru/>e/- Bhagel Ltn’. 
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Totals taken from Remittance Control Machine 
are written in on three-part form, verified by audi- 
tor. Note “detector count" at top right. Each time 
a machine is unlocked, a non-resettable item 
counter advances this number “‘one." 




















number is written on the Work Sheet 
by the teller, and checked by the audi- 
tor. The Cashier’s Department makes 
sure the numbers on the Work Sheets 
it receives run in exact consecutive 
order from one day to the next. 

In order to provide a double safe- 
guard against error on the part of the 
teller, the Auditing Department counts 
the cards (applications) for each stand- 
ard rate and multiplies by that rate; 
the totals should equal the respective 
machine totals, All weights are added 
and the total multiplied by the charge 
per 100 pounds. The net cost is multi- 
plied by the tax rate of 2% and should 
equal the tax total. The auditor also 
balances out teller’s cash. 

The Accounting Department enters 
the distribution (Bus, Truck, Taxi, 
Trailer, Transfer of Title, Tax, etc.) to 
books of original entry. The total dis- 
tribution is added and should equal 
the total in the book of original entry. 

We have an adequate system of 
checks and balances in making up 
figures of final entry, but this system 
would be of much less value if we did 
not have control initially, right at the 
teller’s window. Such control can be 
established only through the use of 
machine equipment, which forces the 
entry to be made correctly, and pre- 
serves an unchangeable record of it. m/m 
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Techniplan L-shaped work stations, separated by low portitions. 








you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke Techniplan’s modular principle 
imparts such great flexibility to planning that you 
can “tailor-make” your office to your own require- 
ments. For example, you can select from many 
types and sizes of partitions to provide sections 
or departments with any degree of privacy, which 
encourages higher production by reducing dis- 
tractions of sight and sound. In addition to prac- 
tical, money-saving considerations, you'll like 
Techniplan’s modern, business-like appearance. 
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MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, 


Globe-Wernicke Techniplan, the original modu- 
lar steel office equipment, scientifically integrates 
work stations so that all available space provides 
maximum utility. With skillful arrangements, 
Techniplan will bring unparalleled efficiency and 
pleasant working conditions to any office. Ask 
your Globe-Wernicke dealer, listed in the phone 
book’s “Yellow Pages” under “Office Furniture”, 
for full details on Techniplan. He'll gladly help 


you work out arrangements. Or, write us direct. 


Ch 2 





CINCINNATI 12, OHIO 


SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 


(Circle 574 for more information) 
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This small, inexpensive office 


machine is Photostat Corporation’s 
answer to the great and increasing 
need for dependable, easily-oper- 
ated, money-saving photographic 
office copying. 

It will make three or more black- 
on-white copies up to 842 x 14 in 
one minute ready for immediate 
use on plain paper from one photo- 
sensitive matrix. 

It takes up less than two square 
feet of floor space on desk or table... 
can be used under normal lighting 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 





Instant 
Copier 


for use in every 
office .. . anywhere! 


at any time by anyone in the office. 

It will copy anything typed, 
printed, written or drawn and is 
fully guaranteed by Photostat 
Corporation. 

Our trained sales-service repre- 
sentatives give instruction in its 
proper operation. They can be your 
friendly advisors on how to meet 
your copying problems with real 
savings in time and money. 

Write us. . 
receive our prompt and interested 


. your inquiry will 


attention. 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER 14, NEW YORK 


Service offices in most principal cities 


and in Toronto, Canada 


(Circle 596 for more information) 
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Punched-tape adding and bookkeep- 
ing machines for office automation 


A broad line of automatic adding and 
bookkeeping machines has been designed 
to bring a greater degree of automation 
to the office, through the creation of 
punched tape. 

The bookkeeping machine automatically 
duplicates postings in a perforated tape 
which can be fed directly into other office 
machines, or stored and used over and 
over. The machine can control 5, 6, 7 
or 8-channel equipment, and is extremely 
flexible, and capable of automatic coding. 





It perforates tape at the rate of 20 digits 
per second. Errors in the tape may be 
corrected instantly, and automatic inter- 
locks prevent misoperation if a key is acci- 
dentally depressed. 

The adding machine operates as a reg- 
ular full-keyboard adding machine, while, 
at the same time, automatically punching 
and coding in 5, 6, 7, or 8-channel tape. 
A high-speed machine, it perforates at the 
rate of 30 digits per second. Automatic 
coding and error correction are among its 
notable features. 

For more information, write to the 
Monroe Calculating Machine Company, 
Inc., Orange, New Jersey; or circle number 
674 on the Reader Service Card. 


Se < 


High-speed, low-cost 
portable carton sealer 

A new hand sealer is designed to seal 
cartons as securely as gummed tape or 
staples. Using low-cost liquid glue, it can 
dispense the adhesive in an even coat to 





any size area with the utmost flexibility. 

It can also be used to apply ungummed 
labels. The entire portable hand unit 
weighs less than five pounds. 

For more information, write to Ever 
Seal Industrial Glues, Inc., 520 Fifth 
Avenue, New York, N. Y., or circle num- 
ber 688 on the Reader Service Card. 
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New module unit simplifies 
and expedites assembly operations 

A new module stand featuring a variety 
of suspended trays provides greater flexi- 
bility of arrangements for parts storage 
and assembly operations. 

A smooth top work area is designed to 
permit attachment of bench top bin units. 
The simplified design permits unit re- 
arrangements to coincide with any parts 
sequence operation. 

The stand measures 14” deep, 28” long, 
30” high, and is fabricated of heavy gauge 
steel, welded joints, with a baked enamel 
finish. Drilled holes in strategic locations 
permit grouping of the stands into. vari- 











methods 


ous units with connecting shelves for large 
or for small working areas. 

For more information, write to the 
Bathey Manufacturing Company,  Ply- 
mouth, Michigan; or circle number 696 on 
the Reader Service Card. 


este 


New wireless intercom 
features complete portability 


A completely portable intercom system 
works by just plugging it into existing 
electric wires. It provides contact between 
any two stations in nearby offices and 
adjacent buildings, without any cables. 
Weighing only four pounds per unit, and 
featuring a collapsible handle, the wire- 






ll ATT 





| -- ageacd : jo — a 4 
less intercom is designed to be_ hand- 
carried anywhere with ease. 

A noise silencing control reduces noise 
normally present on power lines. The 
intercom has amplification powerful 
enough to assure clear voice reproduction. 

The units can also be used as a paging 
system, since a number of stations can be 
set up in the same system which receive 
messages transmitted by any one of them. 

For more information, write to the Mark 
Simpson Manufacturing Company, Inc., 
32-28 49th Street, Long Island City, N. Y.; 
or circle number 698 on the Reader 
Service Card. 


eS te 


New telephone amplifier provides 
clear reception from 20 feet away 


A new telephone amplifying instru- 
ment enables a person or a group to 
carry on a normal telephone conversa- 
tion from as far as 20 feet away from 
the instrument. Designed to cradle a 
hand-type telephone receiver on top, 
it permits an executive to carry on a 
phone conversation while his hands 
are perfectly free to carry on other work 
at the same time. 

The amplifier provides unusually 
clear reception. The instrument trans- 
mits all conversation in a room, en- 
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ORTANT NEWS 
i FROM EDISON! 


EpisoN—first in phone dictation—brings you an- 
other new service: Dial Dictating. Your present 
telephone, your present phone wiring, can now be 
connected to an EDISON TELEVOICE central recorder 
to give you all the advantages of new-fashioned 
EDISON TELEVOICE, EDISON’s wonderful network 
dictation system! Every phone having inter-office 
dialing becomes a dictating instrument—ever avail- 
able, giving you full recorder control, cutting dic- 


TELEPHONE 


CAN NOW BE A 


DICTATING 





tation cost to one-third—or less! If you now have 
telephone company—or private—inter-office dial- 
ing, you’re all set for instant dial dictation service; 
if not, here’s greater reason to add it. Your EDISON 
representative has the facts on both types of systems 

-and the savings figures. Ask him how you can pay 
for this system as you pay for telephone service. 
Send coupon or phone our office near you. You'll 
be very glad that you did!... 





EDISON TELEVOICE 


—that new fashioned phone dictation system 


SEND COUPON, or phone local EpIson 


representative listed under EDISON VOICE- rsa) mam sonnvonae 


Sr 


WRITER, for full information, your local 
phone company’s rates, etc. 


ihc 0. Bree 


('NCORPORATED 
ALSO MAKERS OF THE FAMOUS EDISON 


NICKEL-IRON-ALKALINE STORAGE BATTERY 





i 
\ 
(Circle 635 for more information) 


Thomas A. Edison, Incorporated 
50 Lakeside Avenue, West Orange, N. J. 


Send me new booklet telling 
about Eptson Dial Dictation-Intercom. 


NAME _ 





COMPANY 


ADDRESS 
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INSTRUMENT! 
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‘set your own display type 


@eseseeeaoeeeeege Beeseeaeeeaerkee#8e | 
PHOTO-COMPOSE TYPE BY SIMPLY DIALING! 
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AUTOMATICALLY DEVELOPS, FIXES AND DELIVERS FINISHED PRINTS 


The new Coxhead-Liner is an ingenious photo-lettering machine that delivers 
finished type-proofs, ready for paste-up in ninety seconds. It produces copy 
in all popular styles and sizes—ranging from 14 pt. to 72 pt. No dark room—no 

trays—no negatives—no waiting. The operation is so simple that any office 

girl can produce your type composition at her desk. 










COXHEAD-LINER 
is made by the manufacturer of 
the world-famous 
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liner 


HUNDREDS OF CHANGEABLE TYPE MASTERS 
Coxhead-Liner type-masters are changed like 
Yards Phonograph records. The permanent plastic 
discs are dropped into place on the spindle 








and 
| sili ae and the font is ready for action. Letter 
| ri tiful spacing and justifying is automatic. Simply 
i auliju ° ° 
fl dial the copy—Coxhead-Liner does the rest. 
typography 
aa By RALPH C. COXHEAD CORPORATION 
Savings 720 Frelinghuysen Ave., Newark 5, N.J, | 
beyond | Please send COXHEAD-LINER Booklet H-16 
compare! sainiesat | 
| COMPANY. . cccccccccccccccccccccscescesecceseecessceseees | 
| ADDRESS .ececcseccccccccccccsveveccccessesesssscesessese | 
Body copy by VARI-TYPER ¢ 
Heads by COXHEAD-LINER — GUT Mixcdisaves wesseeeres. ZONE...STATE SOUT Ore 
i oncsenntelideinensatiiietamenendl ak a Cee we 
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abling a group of people at a meeting 
to carry on a conversation with the 
communicant. 

It is a lightweight, portable instru- 
ment, 7” x 10%, and can be plugged 
into an AC or DC outlet. 

For more information, write to 
Metronics International, Ltd., 1225 
Broadway, New York, N. Y.; 
number 683 on the Reader Service Card. 


or circle 


New FM mobile radio 
designed for UHF operation 

A new two-way mobile radio is de- 
signed specifically for operation in the 
recently allocated Citizen’s band. The 
F.C.C.’s new UHF band allocation of- 
fers wide open channels and easy li- 
censing requirements. It is ideal for 
any company that wishes to use mobile 
radio for greater efficiency and control 
over operations such as material han- 
dling, dispatching and routing of truck 
fleets, or maintenance work. The new 
mobile radio has a simple circuit de- 
sign which materially reduces mainte- 
nance costs, and replacement parts. 

One of the outstanding operating 
advantages is true FM transmission and 
reception, producing exceptional voice 
quality and clarity. The circuit pro- 








revolutionary 
new stencil 


duplicator 
WIN 


CYLINDER 
PRINTING 
SYSTEM 


Produces Amazing Print-Like Results ! 
_ 


ea letner 


World's first and largest manufacturer 
of stencil duplicating equipment 


The World-Famous GESTETNER employs 
the principles of the modern printing press. 
The old fashioned method of liquid ink, 
pads, brushes, cans... and the single hollow 
drum, have given way to the scientific twin- 
cylinder system with paste ink, automatically 
and uniformly distributed by ink rollers. 
The amazing print-like results will change all 
your previous ideas of what stencil duplicat- 
ingcando...!And... the most fastidious 
Office girl will delight in operating this com- 
pletely simple, automatic duplicator. It is 
silent, smooth and CLEAN .. . blending in 
with the most modern office furnishings, 
Yet... a GESTETNER costs no more than 
standard duplicating equipment... ! 

The coupon will bring complete details 
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4 GESTETNER DUPLICATOR CORP. a 
* 50 McLean Avenue Dept. 82 \2ub SS ® 
= Yonkers 5, New York bn 5 
. Please send a copy of ‘‘80 Ways To Get the Most ~ 
e From Your Duplicator.’’ is 
+ 
a Name H 
3 a 
= Address 2 
z e 
= Company s 
= City State . 
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vides a clearer, better control signal 
output than ever before possible, and 
a compact, lighter-weight unit, with 
low power equipment. The power unit 
drains less battery current than a car’s 
headlights, eliminating the need for 
heavy duty generators and for any as- 
sociated equipment. 

For more information, write to the 
Connecticut Telephone & Electric 
Corporation, Meriden, Connecticut; or 
circle number 685 on the Reader Serv- 
ice Card. 





The Robertson ‘'320'' 
16x20” darkroom camera 


Gel more frome your copying Gp” 


Clip-on furniture glides 
aid in floor maintenance 


For protection floor scratches 


and indentations made by tubular furni- 


against 


ture, a one-piece molded coaster may now 
be applied without drilling or furniture 
alterations. The coaster is constructed of a 
nylon resin substance. 

Three 
available: the first type just clips on; the 
second, for the open-end tubular models, 
is merely pressed into the end; and the 
third type is applied to equipment with 
pre-drilled holes in the base. The coaster 


types of furniture glides are 






cond 


with a ROBERTSON all-purpose CAMERA 





broaden the use of these reproduction methods 


aoeeneeeeieendineaneeeniiiemmaiene 


Only the flexibility of a ROBERTSON 
camera gives you all these advantages 


Reproduce drawings, illustrations and pictures for 


most types of duplicating 


Cut negative and preparation costs approximately 


in half 


Produce your own house organs, sales bulletins, 
advertising, etc., with ordinary office duplicators 
Copy original art work, tracings, blue prints, etc., 
‘; size 

Make halftones using either contact or glass 


up to twice size, and reduce down to ! 


screens 


Give your copying, reproduction and duplication 
equipment a versatility not possible with any 


other camera 


* Offset Duplicating 

* Xerography 

* Process Color Work 
* Photo Copying 

* Enlarging—Reducing 
* Blue Print Copying 


* Silk Screen 
Processing 





* Mimeographing 


FREE Send now for your free copy of the ‘‘320'' Manual of Operation, an 
illustrated booklet that shows how anyone cap easily operate the 
**320"' camera. No obligation. 


| obvitson 


PHOTO-MECHANIX 





A complete line of 
ROBERTSON PHOTO-MECHANIX, INC. 
3073 ELSTON AVENUE e 


f photomechanical equipment 


CHICAGO 18, ILLINOIS 


(Circle 603 for more information) 
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is pushed up through the holes and se- 
cured with spring clip fasteners. 

For more information, write to Spring- 
field Moulders, Inc., Monson, Mass., or 
circle number 679 on the Reader Service 


Card. 


Desk stabilizer eliminates 
vibyation while typing 


An adjustable desk stabilizer elimi- 
nates vibration and improves typewrit- 
ten work by changing a wobbly spring- 
board into a firm platform. It is easily 
installed by means of an automatic 
Readily ad- 
justable, it extends from 17 to 31 inches 
and can be telescoped to fit into any 
size desk drawer. 

The all-metal stabilizer adds a smart 


self-locking mechanism. 


NOW... SHIPPING PAPERWORK 


SIMPLIFIED TO CUT COSTS 


New WEBER TAB-ON STENCIL is typed with forms, 





¥ rey ® + 
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then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 





a) 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean, Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 





| Weber | 


y. — 








system 


WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 





ESN ae eeeeS I iicanicnthaae 
WEBER LABEL AND MARKING SYSTEMS 
Dept. 9-E, Mt. Prospect, Illinois 
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Couldn't catch up! |= 


.--no matter how hard we worked 




















This company averages 900 orders a day. 
With a dozen clerks, and even operators on nine 
electric billing machines, invoicing lagged — 
until bills were going out eight weeks late! 
And then Ozalid came to the rescue! 
A new order form was designed, printed 
on translucent paper. Copies of salesmen’s 
orders are used for invoices. Bills go out on 
time. Finding billing machine operators is 
no longer a problem. The payroll savings 

is about $1,000 a month! 


k In thousands of companies... 
Ozalid is expediting operations by making 
7 copies of invoices, specifications, statements, 
orders, reports —to speed order filling, cred- 
its, production, billing, accounting, etc. 


On cumulative reports and statements, 


ALID 


A 





Ozalid Bambino is the smallest, fastest, 

low-priced office copying machine; 

will make 200 copies an hour, on sheets 

, as wide as 9” for less than 2¢ a copy. 


new entries are added and current copies 


made with Ozalid. 

Anything written, typed, printed or drawn 
on translucent (lets light through) material 
can be copied easily and quickly, without 
negatives, stencils, developing tanks, dryers. 

Ozalid copies are accurate, delivered dry. 
A letter sheet size copy costs less than 2¢. 
Anybody can use an Ozalid machine. 

An Ozalid machine soon pays for itself in 
any office. There is a model to fit your needs. 
The nearest Ozalid distributor (see phone 
book) will show you. Or write 59 Ozaway, 
Johnson City, New York ... In Canada, 
Hughes Owens Company, Ltd., Montreal. 


OzaLip — A Division of General Aniline & 
Film Corporation...From Research to Reality! 


(Circle 593 for more information) 















appearance to any desk and features an 
instant fingertip release, mar-proof top 
bumper, and floor base. 

For more information, write to the 
Underwood Corporation, One Park Ave- 
nue, New York, N. Y.; or circle number 
684 on the Reader Service Card. 


New typewriter ribbon 
with acetate film base 

A new acetate film typewriter ribbon is 
claimed to be almost unbreakable in use. 
The ribbon is designed for use on all 
machines with carbon ribbon attachments, 
and is suitable for general correspondence 
as well as for photo-offset reproduction. 

Despite its unusual strength, the acetate 
film base is much thinner than the paper 
base used in carbon paper ribbons. This 
allows over 1/3 more ribbon to be spooled 
on the same size reel. As an aid to clean- 
liness, as well as to ease and speed thread- 
ing, the ribbon is equipped with a thick, 
colored, acetate leader. 

For more information, write to the 
Rochester Ribbon & Carbon Company, 
Inc., 20 Greenleaf Street, Box 1212, 
Rochester, N. Y.; or circle number 676 on 
the Reader Service Card. 


Economical intercom system 
features wall-mounted stations 

An electronic intercom system features 
“single amplifier’ operation. The wall- 
mounted master stations, in special hous- 
ings, are designed to conserve valuable 
desk or table space. The central amplifier, 
drawing only as much current as a 30-watt 
bulb, is the only unit in the system that 
requires an electrical power outlet. Sta- 
tions may be installed and full communi- 
cation provided between as many as six 
master stations, even in locations where 
no electrical power outlets are available. 

Each station may originate calls to five 
other stations and may accept them from 
any number of similar stations. Replies 
may be made from across the room, or 
with absolute privacy by using a special 


methods 








RITE-LINE COPYHOLDER 





Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW TrELescopric 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 


tope to 20 inches. 








1" 











EYEGUIDE CONTRACTED 





20" 


~ .. a a 
EYEGUIDE EXTENDED 














FREE TRIAL OFFER Write, asking vs to send you e 
RITE-LINE Copyholder with the understanding you mey 
return it without chorge within ten days. 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 16, D.C. 
(Circle 602 for more information) 


You Get Things Done With 
Boardmaster Visual Control 











vy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance—Saves 
Money, Prevents Errors 

vy Simple to operate—Type or 
Cards, Snap in Grooves 

Yy Ideal for Production, 
Scheduling, Sales, Etc. 

vy Mede of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4gso including cards 
24-Page BOOKLET NO. M-200 
| FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street * New York 36.N Y 


(Circle 575 for more information) 


may 1955 


Time, Saves 
Write on 
Traffic, 


inventory, 
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Other features include a 
special paging button and an earphone for 
confidential operation. 

For more information, write to Execu- 
tone, Inc., 415 Lexington Avenue, New 
York, N. Y.; or circle number 675 on the 
Reader Service Card. 


privacy button. 


Skid-resistant floor wax 
increases safety in offices 

A special floor wax achieves excellent 
skid resistance without losing wax hard- 
ness. It provides a much necded safety 
factor in plants and offices. The wax is 
applied in the same way as other waxes— 
wet and dry mopping, and then buffing. 

The wax gets its hardness and non-slip 
qualities from colloidal silica particles 
which orient themselves around the indi- 
vidual wax particles. The uppermost layer 
is then largely composed of the silica which 
are harder than the wax. When the wax 
is stepped on, the pressure of the foot 
pushes the harder silica particles into the 
wax particles. Energy is then absorbed, 
which keeps the foot from slipping. 

For more information, write to E. 1. 
duPont 
Wilmington, Delaware; or circle number 


678 on the Reader Service Card. 


de Nemours & Company, Inc., 


New booklet available 
on effective records procedures 
A new booklet, ‘File This, Please,” sets 
out guide-posts to error-proof filing. De- 
signed to be helpful to your secretaries 
and office personnel, the booklet offers a 
complete story on proper filing techniques. 
Besides the common puzzlers found in 
any files, such specialized problems as fil- 
ing foreign geographic names, governmen- 
minutes, etc., are 
The booklet 
cludes a special section on the retention 


tal material, corporate 
discussed in detail. also in- 
of records and how to evaluate them. 
Because of its long lists of error-proof 
filing examples and suggestions, the book- 
let can be kept as handy reference. 
Single copies are 40c each, with special 
prices in quantity. For more information 
or copies, write to Record Controls, Inc., 
209 S. La Salle St., Chicago, Ill.; or circle 


number 677 on the Reader Service Card. 








Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cover 





Binders for Management METHODS 


allows volumes to be stored ‘nSpartan your order to: 
end” in your bookcase. STATIONERS, INC. 


Single binder price 
is $3.95, postpaid. Or, 
tf you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 

Check or money 
order must accompany 





141 East 44th St., New York 17, N. Y. 
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DON’T LET YOUR 
PAPER HANDLING 
Oa :\0)-& am 4olemmel. 1213.3 


if you are an average 






firm the stack of papers 
you handled last year 's 
rake Lab Ate taller than all 


your buildings together! 


COMPILES UP TO FIFTY 
IDENTICAL SETS OF 
PRINTED MATTER IN ONE 
OPERATION, ORGANIZ- 
ING EACH OF 125 
DIFFERENT PAGES IN 
PROPER SEQUENCE FOR 
|} BINDING, STITCHING, 





INCREASE EFFICIENCY—REDUCE 
COST IN PAPER HANDLING 


WITH ACCRA-FEED = & 














STAPLING OR BANDING. 1 


IT TAKES ONLY ONE GIRL 
TO OPERATE TH 
ACCRA-FEED 


The Accra-Feed Collator makes it pos- 
sible to assemble reports, forms, speci- 
fications or catalogs at a speed reach- 
ing 6,000 sheets per hour... and 
without disrupting office routine or 
diverting personnel from more profit- 
able jobs. 

Efficiency is increased. Cost is re- 
duced. After the machine is set it runs 
itself and shuts itself off upon comple- 
tion of the job. Scanning devices auto- 
matically eliminate unprinted pages. 
An adjustable micrometer rejects double 
sheets. An electronic system prevents 
missing. 

The Accra-Feed Collator is already 
in use at Ford, Chrysler, General 
Motors, the Labor Relations Board and 
many other industrial and govern- 
mental organizations. 


REPRODUCTION PRODUCTS CO. 












12790 WESTWOOD e DETROIT 23, MICHIGAN 
VErmont 7-6036 


ONE ACCRA-FEED COLLATOR 
DOES THE WORK OF FIVE 


WRITE FOR FREE CATALOG 


ARRANGE DEMONSTRATION 





Name 





Firm 





Address 





City Zone 





State 





PLEASE ATTACH TO YOUR LETTERHEAD 
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Free sample of back-up carbon 
for whiteprint process equipment 

A special process reproduction, back-up 
carbon paper enables users of whiteprint 
process equipment to obtain superior and 
more uniform copies. Using the back-up 
carbon while preparing the original re- 
sults in truly opaque copy. 
clear and legible copies when whiteprint- 
ing. When filed, the 


This produces 


original will not 
smudge or leave messy carbon offset on 
other filed material. 

The reproduction carbon is available in 
various sizes, reams or rolls, and in three 









. recommended 
for all office 
machines... 
ESSENTIAL 
for 
electronic 
machines! 


GUARDIAN 





weights and three ink intensities. 

For free samples, write to Consolidated 
Ribbon and Carbon Company, 2900 West 
Medill Avenue, Chicago, Ill.; or circle 
number 691 on the Reader Service Card. 


Electronic “watchdog” instrument 
scans many processes continuously 


An electronic ‘‘watchdog” instrument 


makes it possible to test and control an 





IN 
4 SIZES 


A 


b> hei 


OFFICE MACHINE TABLE-STANDS tant 


Engineered to the rigid requirements of today’s 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe- 
guard your investment in costly machines by 


Tore Legs holding them rigidly in place for accurate and 5ous 7" tos. 


handy lever releases 


NEW LEAF LOCK 
CANNOT RELEASE 
ACCIDENTALLY 





modern office. 





LEVELING DEVICES oh your 
ASSURE STABILITY 
ON ANY SURFACE 





ADE BY 


trouble-free operation. Famous Cramer anchor- 
cups on each leg grip floor securely, and a 
the silent retractable 
casters for easy rolling of stand and machine 
when desired. Quality-constructed of square- 
tube steel with smooth tops of %” 

designed to complement the decor of the 


ly wood ; : 
a Ea 





a e by the Makers of ‘of Cramer: Posture eases 








write Dept. MM 


eaves: available 


& ete POSTURE CHAIR CO. INC., 1205 Charlotte, Kansas City 6, Mo, 9” or 12” 
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unlimited number of industrial processes 
continuously from a single vantage point. 
This :ndicating scanner performs functions 
that usually require more than just one 
instrument. 

It can monitor a variety of process var- 
thick- 


iables involving level, temperature, 





movements, tolerances, 


ness, mechanical 


weight, and pressure. It can also keep 
steady check on multiple steps within a 
manufacturing process. 

The speed of scanning depends upon 
the number of points to be checked, with 
a maximum rate of one point per second. 
When a process strays beyond the pre-set 
control zone, the scanning stops at that 
point and actuates an alarm or flashes a 
signal. At the same time, an _ indicator 
dial shows the extent of the deviation. 
Associated control systems may automati- 
cally correct the condition. 
information, write to the 
Fielden Instrument Division, Robertshaw- 
Fulton Controls 2920 North 


Fourth Street, Philadelphia, Pa.; or circle 


For more 
Company, 


number 690 on the Reader Service Card. 


Combination dispenser unit 
is complete hand-cleaning station 


A new hand-care unit, for wall mount- 
ing, combines a waterless liquid hand- 
cleaner dispenser with an attached paper 
towel dispensing 
water is required, the unit can be mounted 
anywhere in the office. 

The quart-size dispenser, 
the paper towels, provide approximately 
300 hand cleanings. 

For more information, 
mons Products, Inc., 1143 West Wildwood, 
Fort Wayne, Ind.; 
on the Reader Service Card. 


cabinet. Because no 


together with 


write to Ham- 


or circle number 697 
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DISTRICT SALES MANAGERS 


tract printing. Attractive drawing 


Advise territory preferred. 


THE C. E. SHEPPARD COMPANY 
44-06 2st Street, Long Island City |, N. Y. 





Men who can successfully sell pegboard accounting 
systems, loose leaf binders, catalog covers, con- 
account and 
profit-sharing. Also exclusive franchise contracts on 
long term available in some territories to experi- 
enced men or dealers. Should be able to finance 
themselves and also their salesmen—exceptional op- 
portunity participate in liberal profit- sharing plan 
with long established mfr. Write fully in confidence. 
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Now you can. 4 


snebeacednSesepsndeeasesdeceateesencesetacecass® sesecccsssceesesseseeseees DUSINESS With the advantages of modern 


This new Micro Twin 


recorder-reader Costs less 
than youd expect to pay 
Jor a recorder alone! 
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But I cant afford the kind of 


Microfilming equipment I need/ 


Here is the compact unit Bell & Howell has 
developed and produced to provide any 


microfilming . . . at a reasonable price. 
The Micro-Twin combined recorder-and- 
reader gives you a complete low-cost micro- 
film system—all in one unit, at less than 
you’d expect to pay for a recorder alone! It 
records as fast as you can feed it—by hand 
or automatically. It photographs documents 
front and back simultaneously, if you wish 
... making 37 to 1 reductions inexpensively. 
Full-size facsimiles of documents can be made 
in the reader— developed without a darkroom. 
Think of the many ways you can use micro- 
filming, now that it’s priced within your 
reach. For details, call our branch office 
listed in your telephone book. Burroughs 
Corporation, Detroit 32, Michigan. 









SOLD BY 


Burroughs 


AND SERVICED 
Belle Howell 


MICROFILM EQUIPMENT 





“Burroughs” and “Micro-Twin’—TM’s 
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The e handsome 10-key 
calculating: adding machin 
t: high-speed 


electric 
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Figures faster than you think 


C omptograph adds, 
and even divides. 

easiest 10- key 
New, humat- 


designed to 


The new port ible 
subtracts, multiplies 
The fastest, quietest, 
to oper ate! 
red keybo: ird 
lateral hand 
single-cycle 


machine 
enginee 
eliminate movements. 
E xclusive 
“runaway * tape. 
isive Visi-Balar 
atically the true running 
debit or cre .dit balance at all times. 
You get instantaneous subtotals « 
automatic space -up. Direct 
action segme nt printing in two colors. 
Erase tab-bi wckspacer. AC PC motor. 
For a free office trial, mail the coupo™ 


action elimi- 


nates 
The exch ce window 


shows autom 


totals with 


FELT & TARRANT manure 
CTURING COMPANY 


1712 N i 
. Paulina St., Chicago 22, Illinois 


Gentlemen: Wi 

. ca Without cost or obligation 

(I want more informati ess x 

- a a eae 

(C) Please arrange f ‘afr j 
a or a free office trial 
Company_ 
A ddre 88 
City 


The new COM 
PTOGRAPH C 
Ha se gyal thatuenk ATING-ADDING MACHINE, the COMPTOM 
: TER® . 
Mfg. Co., Chicago 22, Ill. Offic R.® ADDING-CALCULATING MACHINE pint eee 
, I. Offices in principal cities and throughout th are products of Felt & Tarrant 
ut the world. 
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